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INTRODUCTION
What is MOSES?
Overview
MOSES stands for Massachusetts One Stop Employment System.
MOSES collects the information required by the State and Federal
government funding sources for WIOA (Workforce Innovation and
Opportunity Act) and other programs, and produces the reports required
by the programs. MOSES guides staff in collecting the necessary
information from job seekers and employers, including information used to
manage training programs for job seekers.
The staff view of MOSES uses a Windows-based interface to access the
MOSES central database. All of the Career Centers, LWIB (formerly
LWIB (FORMERLY SDA)) offices, DUA offices, etc. in Massachusetts use
the same database.
MOSES should make your job easier by:
• Minimizing the need to enter the same data multiple times for different
programs or Career Centers.
•

Prompting you for missing or incompatible data.

•

Providing quick access to all the information you need regarding job
seekers, employers, job orders, and training courses.

This basic MOSES course is intended for operational staff at any of the
Career Centers and other locations where MOSES is used. Such staff
would include Counselors, Intake Specialists, Receptionists, Training
Coordinators, Veterans Specialists, Employer Account Representatives,
and similar positions. The training assumes that each of these staff is
experienced in doing their specialized job, particularly with respect to
existing policies and procedures.
This course is currently organized for a two-day training session. All staff
will leave the training with a basic understanding of navigating the MOSES
database and the basic job seeker record and services.
Several tasks are performed by a limited number of staff in any location.
These include working with employers, career planning, scheduling
events, and performing administrative tasks. These tasks will be covered
in other MOSES training courses.
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Log On to MOSES
To Log On to MOSES
1. Double click on the MOSES icon on your Windows desktop.

or
2. The Welcome to MOSES window will appear.

Staff Name = First letter of your first name, concatenated with the first four
letters of your last name. (Deviations occur for duplicates and short Staff
Names, which must be at least five characters.) .
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3. Type your Staff Name, Password and the last four digits of your
Social Security Number, then click the OK button.
The first time you sign on to the production version of MOSES, your
password will = password. You will be prompted to change that password.
You should change it right then, to a word you remember. This password
must be at least eight to ten characters, but no more than ten characters. It
should include a combination of capital letters, small letters, numbers and
symbols. Your password cannot be re-used for two years, and must be
changed every 90 days..

4. The MOSES Confidentiality Statement will appear for new users. It
appears every twelve months for all users.

5. Read the Confidentiality Agreement. If you have any questions about it,
you should discuss them with your supervisor. If you agree, type in your
Social Security Number (twice), and click the I Agree button. If you click
the I Do Not Agree button, your Staff ID will be inactivated. The MOSES
Confidentiality Statement appears for new users and every twelve months
thereafter. You must print it out and give a signed copy to your
supervisor.
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MOSES is used by many programs. Anyone using MOSES must safeguard
the information they see, and use it only for legitimate business purposes.

It is forbidden to sign in to MOSES using the Staff ID of another person.

6. You only have three chances to enter the correct combinations of Staff
Name, Password, and SSN (Last 4 Digits). If you get locked out of
MOSES, your Career Center Coordinator or other Career Center staff
with the proper security level can unlock your Staff Name. If they are
unavailable, call the MOSES Help Desk at (617) 626-5656
7. All Career Centers where you work will appear in the window if you
are able to work in multiple locations. If you are only assigned to work
in one location, the Bulletin Board will appear directly.
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8. Select the Career Center where you are working, then click the OK
button.
MOSES only allows you to work in one Career Center at a time. To switch
between Career Centers, click Administration on the MOSES main menu
bar, select Change Career Center, and choose the appropriate Career
Center.
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9. The MOSES Bulletin Board appears. The upper section contains
messages that are seen statewide with state announcements. The
lower section displays messages for your assigned location. The
middle section only appears if a career center office is posting a state
wide announcement, such as an employer recruitment or job fair.

10. Read the Bulletin Board as you sign in to MOSES. Type your email
address and phone number in the space on the top. Click CLOSE to
exit the Bulletin Board. This will save your email and telephone
number. You may update it at any time. You should read the Bulletin
Board when you sign in every day. You can also check it after you
signed into MOSES by clicking HELP, then View Bulletin Board.
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11. The Tip of the Day screen appears. This gives a rotating list of tips for
conducting work in the Career Center and for using MOSES.

You can turn off the Tip of the Day feature, if you want, by clicking in the box
next to the phrase: “Do not show Tips on opening.”

12. Read the Tip of the Day as you sign in to MOSES. Click CLOSE to
exit the Tip of the Day. You can also check it after you signed into
MOSES by clicking HELP, then View MOSES Tips.
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10. The MOSES desktop will appear.
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To Change Your Password
1. Click Administration on the MOSES main menu bar and select
Change Staff Password.

The Change Staff Password window appears.

2. Type your new password in the New Password box and press the Tab key.
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3. Retype your new password in the Confirm New Password box to confirm
your new password.

4. Click the OK button. You are now logged on to MOSES with your new
password.

5. If you get locked out of MOSES, your Career Center coordinator or other
Career Center staff with the proper security level can unlock your Staff Name.
MOSES will prompt you to change your password every 90 days. You must
change your password at that time. You are allowed three opportunities to
change your password. (This prompt is your first chance.) If you do not
change your password within these opportunities, you will be locked out of
MOSES. You cannot use the same password again for eight
changes/cycles. (Two years).
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Icon Legend
Job Seeker Icons

JOBSEEKER ICONS
Indicates a Basic Membership
Indicates Full membership
Indicates that the Job Seeker is a Veteran
Indicates that the Veteran is eligible for Veteran Staff services / has
Significant Barriers to Employment (SBE)
Indicates that the Job Seeker is interested in a Program or Training
Indicates that Job Matching can be performed
Indicates that the Career Planning Tool can be used
Indicates that the Job Seeker is enrolled in UI
Indicates an Older Youth
Indicates a Younger Youth

MOSES 101 Manual

May 2020

17

Indicates an In-School Youth
Indicates an Out of School Youth
Indicates this UI Customer is profiled
Indicates a Rapid Response associated Job Seeker
Indicates a Pending Trade Adjustment Assistance associated Job
Seeker
Indicates an Approved Trade Adjustment Assistance associated
Job Seeker
Indicates this UI Customer is a Re-Employment Services program
Indicates this UI Customer is enrolled in RESEA (Re-Employment
Services and Eligibility Assessment) program
Indicates this UI Customer has been exited from the RESEA (ReEmployment Services and Eligibility Assessment) program
Indicates this UI Customer is a Extended Unemployment
Compensation Job Seeker
Indicates a Department of Education SMARTT associated Job
Seeker
Indicates that the Job Seeker contact information is Confidential to
Employers
Indicates a Job Quest member
Indicates a Missing Field Alert
Indicates a Automatic Alert
Indicates a Manual Alert
Indicates a scanned document in the job seeker record
Indicates that the Job Seeker information is confidential
Opens up a Programs History box
Indicates a drop-down calendar
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Employer Icons

EMPLOYER ICONS
Indicates a Rapid Response associated Employer
Indicates a Pending Trade Adjustment Assistance
associated Employer
Indicates a Approved Trade Adjustment Assistance
associated Employer
Indicates a National Emergency Grant associated Employer
Indicates an Employer that is a Federal Contractor
Indicates a Confidential Employer
Indicates a Job Quest Employer
Indicates this Employer is closed
Indicates a Alternative Job Bank Employer
Indicates a Hiring Incentive Training Grant associated record
Indicates a BIZ Works employer
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Indicates a member of the Governor’s Task Force
Indicates this employer is Evacuee Friendly.
Indicates Access Denied and no Job Orders can be entered
against this employer record.
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Job Order Icons

indicates that the Job Order information (Employer) is confidential
indicates that the Job Order is for a company that is a federal
contractor
Indicates that the Job Order was created or changed over the
Internet connection (MJQ) MassHire JobQuest
indicates A Hiring Incentive Training Grant associated record
Indicates an Alternative Job Bank job order
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Training Course Icons

TRAINING ICONS
Indicates a Pending Section 30 program
Indicates a Section 30 approved program
Indicates a Pending Trade Adjustment Assistance program
Indicates a Trade Adjustment Assistance approved program
Indicates an Distance Learning Program
Indicates a Job Seeker Program Evaluation has been recorded into
the record
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Windows Terminology



Using a Mouse
Point

Move your mouse until the mouse pointer (or cursor),
, is positioned over the item that you want.

Click

Point to the item you want and quickly press and
release the left mouse button.

Double Click

Point to the item you want and quickly press and
release the left mouse button twice. Try not to move
the mouse between clicks.

Right Click

Point to the item you want and quickly press and
release the right mouse button.

Select

Left click on the item you want and while holding
down the left mouse button, slide your mouse over
the item (letter, word, phrase, etc.) until the item is
highlighted in black.

Drag and Drop

Select the item that you want and while holding down
the left mouse button, drag the item to the new
location and release the left mouse button to drop it in
the new location.
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Scrolling through a Window
The Scroll Bars are located along the right side of the window and across
the bottom of the window.
Click

or

to move up or down the window one line at a time.

Click or and hold down the left mouse button to continuously scroll
vertically through the window.

Drag the vertical scroll bar
window.
Click

or

to scroll vertically to different parts of the

to slowly move horizontally through the window.

Click
or and hold down the left mouse button to continuously scroll
horizontally through the window.
Drag the horizontal scroll bar
horizontally across the window.

to scroll

Click in the shaded area of either scroll bar
to move either vertically or horizontally one window at a time.
Click the

button to move to the next page.

Click the

button to move to the previous page.
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Maximizing and Minimizing Windows
Minimizes the window to the size of an icon
Restores the window to its previous size
Maximizes the window to fill the entire desktop
Closes the window without saving any changes you made. If you
made any changes in MOSES, these changes will be ignored.
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MOSES Conventions
Using MOSES Conventions
Title Bar

Menu Bar

Icon Menu Bar

Dropdown
Menu

•

The Title Bar tells you where you are in Windows.

•

The Menu Bar uses drop down menus to navigate MOSES. Click on
Window to keep track of what windows you have open.

•

The Icon Menu Bar is used as a short cut to the drop down menus on
the Menu Bar.
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Icon Menu Bar Icons
Icon

Action
Job Seeker Services
Employer Services
Training Services
Provider Maintenance
Save
Refresh
Print
Print Screen
Scanning
Spell Check
Exit (This closes MOSES.)
Help

•

Radio buttons
are used for making a
selection or a choice. Click the radio button to make your selection.
Once you select any of the choices for a group of radio buttons, you
will always have one selected.
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•

A dark triangleindicates a required field. The field must be
completed before you can move on to another tab or save the data.

•

A check markindicates that the field is recommended. All
recommended / semi-required fields are used for reporting to the
federal government and should be completed.

•

If the number of search results found exceeds 50, the
button
is enabled. The
button does not display the next 50 records, it
adds them to the list to be displayed. You must scroll through the
records to the last record. The
button is enabled as long as
there are additional records to be displayed.

•

The
button is used to move items that you select from the list
in the left panel to the selection panel on the right. You can do this by
clicking the
button, by dragging and dropping your selection
into the right panel, or by double clicking the item. (Double clicking may
not work in all instances.)

•

The
button is used to deselect any of the items in the right
panel. You can do this by clicking the
button, by dragging
and dropping your selection into the appropriate left panel, or by
double clicking the item. (Double clicking may not work in all
instances.)

•

The

icon indicates a calendar. Click the

button to display the

drop down calendar.
•

Click the month or the down arrow to display the drop down
list of months.

•

Click the day of the month to select a day.

•

Click the up/down arrows or type in the year.
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•

•

Click the OK button to select the date shown, or click the
Cancel button to get back to the date field..

When you click the
button, a pop up message appears asking
if you want to save your changes. Click the
button to save the
changes and return to the previous window. If you want to remain in
the current record, click
the first tab of the record.

•

to save your changes. This will take you to

When you right click the mouse in any column in MOSES, such as on
a list of SSNs on the Job Seeker Search Results, a drop down menu
appears
. From here, you can
choose to sort in ascending or descending order.

•

When you right click the mouse in any column in MOSES, such as on
a list of skills on the Match Criteria, a drop down menu appears

. From here, you can
choose to print all the data in the display, even what you cannot see, to
print the screen, or to print the highlighted field only.
•

From the File option on the Main Menu bar, you have some options for
printing. Print… will bring up your print menu. Print Immediate will
print all the data showing in your current screen, even if it extends
beyond the bottom of the screen. Print Screen will print only what
shows on your desktop.
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Hints:
•

When selecting a State from the drop-down list, type the first letter
of the state to see the first state starting with that letter. Type the
same letter to go down the list

•

After entering the Zip code, press the Tab key. The city and state
fields will automatically populate.

•

When entering dates and phone numbers, just enter the number.
MOSES formats these fields automatically.

•

When selecting a city/town, you can move more than one city/town
to the right panel by holding down the control key while you click on
your selections, or by using the map. The map lets you select all
the cities/towns in the geographic area, or you can select, for
example, only the towns on the bus route.
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Search for a Customer
Overview
You may wish to search for a Customer in order to update services or
membership information. You can do this by searching the MOSES
database. The Job Seeker Search window lets you search directly for
Customers by selecting either Social Security Number, Last Name,
Customer ID or Claimant Id.
Use the Advanced Search function for finding a Job Seeker Membership
if your information does not include the standard search criteria. You can
also use the Advanced Search to find Customers who fit specific criteria.
For example, you may want to find a Customer whose primary language is
Spanish or a veteran in a specific geographic location or enrolled in a
specific program.

It’s a good idea to search for an existing record for the Customer registering
in MOSES. Save yourself some time by checking first.
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To Search for a Customer Record
1. Click Job Seeker on the MOSES main menu bar and select Job
Seeker Services. You can also open this search option by clicking
once on the
icon on the Icon Menu bar.

2. Type the Customer’s job seeker number in the Search Criteria box.
MOSES defaults to the Job Seeker Id radio button.
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3. Click the Search button. MOSES locates the Customer by the job
seeker id number and displays the results in the Search Results
window.
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4. Select the Customer from the list. To open the record, click Edit, hit
the Enter key, or double click on the name of the Customer. The Job
Seeker record for that Customer appears.

5. Review or make changes in the Customer information.
6. Click the OK button to return to the Job Seeker Search window.
CAUTION: Clicking the Cancel button and the Yes button to the pop-up
warning cancels your work and does not save your changes. You can also
instruct MOSES to ignore your work by clicking on the X button in the right
corner and the Yes button to the pop-up warning.
If you want to save the changes that you have made to the Customer record,
click the OK button and the Yes button. Other ways to save your work
without leaving the record include clicking on the Diskette Icon or the
Refresh Icon in the Icon bar. When you do this, you are brought back to the
Basic tab.
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7. To search by the Last Name, select the Last Name radio button and
type the last name of the Customer in the Search Criteria box.

You can just type the first few letters of the last name in the box and MOSES
will find all Customers whose names contain those letters. MOSES search is
not case sensitive, so you don’t have to capitalize any letter.
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8. Click the Search button. MOSES displays the results of the search
under Search Results on this window.

Use the scroll bar on the right to see the additional list of members.

If you would like to sort any of the columns by ascending or descending
order, simply right click the top cell of the column you would like to sort by,
click Sort and select Ascending or Descending

.
If the number of Customers exceeds 50, click on the More button to see the
information. The More button does not display the next 50 records; it adds
them to the list to be displayed. You must still scroll through the list of
records to the last record. The More button is enabled as long as there are
additional records to be displayed.

9. Select the record and click the Edit button, hit the Enter key, or double
click on the record, to display the Customer record. You can now edit
or update the Job Seeker Membership.
10. Click the OK button to return to the Job Seeker Search window.
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11. Select the Social Security Number radio button and type the Social
Security Number in the Search Criteria box.

12. Click the Search button. MOSES displays the results in the Search
Results window.

MOSES Job Seeker IDs are used to identify members at Career Centers, as
well as to Employers if the Customer’s record is listed a confidential.
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13. Select the Claimant Id radio button and type the Claimant id in the
Search Criteria box.

14. Click the Search button. MOSES displays the results in the Search
Results window.
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MOSES Claimant IDs are used to identify members of the Department of
Unemployment Insurance programs.
These customers are enrolled in joint Department of Career Services and
Department of Unemployment Insurance programs.
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To Do an Advanced Search for a Customer Record
1. Click Job Seeker on the MOSES main menu bar and select Job
Seeker Services. You can also open this search option by clicking
once on the
icon on the Icon Menu bar.

2. Click the Advanced Search button on the Job Seeker Search
window.
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MOSES displays the Customer Advanced Search window.

3. Enter your search criteria. You must enter at least two search criteria.
One must be from either the Personal section or the General section
of the window. The Detailed Search Criteria section is optional. Use
Advanced Search wisely. MOSES contains well over 1,000,000+
records. Select those items that will limit your search results to
manageable numbers.
Searches based on Soundex need at least 5 letters.
The search is based largely on consonants.
Soundex will only return names beginning with the actual first letter you
type. For instance, “C”, which sounds like “S” or “Qu” or “K”, will only return
names starting with “C”.
If you choose “Yes” for Soundex, that counts as one criteria from the
Personal section.
Selecting your Career Center, your Staff ID, and Alerts as the criteria will
provide you with a list of all alerts associated with Customers entered under
your Staff ID.
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4. Click the OK button. MOSES will display a list of the Customers who
match your criteria.

5. Select the Customer from the list and click the Edit button, or hit the
Enter key, or double click on the name of the Customer to open the
Customer’s record.
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Add a New Customer
Overview
To add a new Customer, you create a new record in the MOSES database
for that Customer through the Job Seeker Search screen.
The Job Seeker record has nine main tabs of information, with sub tabs
for additional information.
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To Add a New Customer and Complete the Basic Tab
The Basic tab collects the minimum information needed to establish a
Career Center membership.
Typically, Customers with Basic membership are self-directed.
They might have entered their information using MJQ (MassHire Job
Quest).
They may be just interested in using the resource room, for example, but
not in receiving other Career Center services.
They may just use our services through the Internet (MJQ).
Basic membership provides the following benefits to the Customer:
•

Makes the Customer a member of the statewide Massachusetts OneStop Employment System (MOSES)

•

Allows the Career Center to generate a membership card for the
Customer

•

Provides the career center with information to include the Customer on
its email list
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1. Click Job Seeker on the MOSES main menu bar and select Job
Seeker Services.
You can also open this search option by clicking once on the
on the Icon Menu bar

icon

2. Search for your Customer using Job Seeker ID, Last Name, Social
Security Number, or Claimant Id.
If no Customer appears using that criteria, it is likely they do not exist
in MOSES. A pop-up box will appear telling you just that.
It’s always a good idea to search for the Customer before you enter
information.
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3. Click the Add button
on the Job Seeker Search window.
A New Job Seeker pop up box appears.

4. Type the social security number for the Customer in the Social
Security Number fields boxes.
5. Type the date the Customer enrolled in the Registration Date field.
Remember this allows you to back date the record to the actual
enrollment / service date.
(Standard staff backdating rights are 60 calendar days. But your own
backdating rights may be different.)
MOSES defaults to the current date, but you may change it to a date in
the past.
The Registration Date is the initial date of when you can enter
services, notes and information from.
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MOSES pre-fills the Registration Date field with today’s date. Make sure you
use the date when the Customer first came in for services. Your ability to
backdate depends on your security rights.
Make every attempt to obtain the Customer's SSN. Some grants / programs
require valid SSNs.
All Customers provided services will be run against the wage records
database where Employers report actual wages paid. Employers use valid
SSNs only.
Only use the pseudo button to create a pseudo number (first three digits are
900’s) instead of their SSN as a last resort.
If the Customer is already entered in the MOSES database, in the UI system,
or in MOSES/SMARTT interface, the Job Seeker record appears with the
previously entered information.
Review/edit the information with the Customer to ensure it is the current
information.
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6. Click the OK button. A Job Seeker Membership (New) window
appears.
The social security number is checked against the Unemployment
Insurance (UI) database, MOSES archives, and the MOSES/SMARTT
interface.
If the social security number exists in any of these sources, some
information will be brought forward to the Basic tab.
Check this information to ensure it is still correct and up to date.

7. Complete the following information, under the Basic tab.
You must complete all of the required fields on a tab before you can select
the next tab.
(= Required Fields)
Your program may require additional fields filled in as well. Make sure to fill
them out.

Use Title Case font (Upper and Lower case) rather than UPPER CASE (all
Upper case) letters for all typing in MOSES.
This information can be a basis for resumes and letters, so should not be in
all capital letters.
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Field Name

Required Action


First Name
Middle Initial

Type the first name of the Customer.
Type the middle initial of the Customer.

Last Name



Type the last name of the Customer.

Sex



Select from the drop menu the sex that
indicates the Customer preference.

Ethnicity



Select yes or no to answer the Hispanic or
Latino question
.

Race



Select one or more racial categories from the
list. If the Customer does not want to divulge
their race, use “Information Not Available”.
You can select more than one.

Military



Select the Yes or No radio button.

Other
Eligible



If the No check box was selected under
Military, the Other Eligible field appears and
becomes mandatory. Select the Yes or No
radio button.
Other Eligible refers to:

If a customer says they are Other Eligible,
make sure that a DCS Veterans’
Representative verifies this.
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Field Name

Required Action


Date of Birth

Release
Information?

Click the Calendar icon
and select the
Customer’s date of birth from the dropdown
calendar. Click the OK button. Or, you can
type in the date of birth. It is important to enter
the correct date of birth, as this is used in
determining eligibility for certain programs.
Only check this field if you make referrals to
DOE-funded ABE/ESOL classes.
Once you select a choice, it cannot be
deselected.
Yes means you have a signed ABE Release
Form or that a signed ABE Release Form is
located at the ABE training site.
No means that the Customer did not sign the
ABE Release Form.
You can view the form from either of the popup boxes or from Job Seeker, Documents,
Share Information Form.

Address



Type the local street address for the Customer.
There are two lines for street address. Do not
include the city, state, or zip on the second
line. The second line adds to the first line.

Country



MOSES pre-fills the country.
You can use the dropdown list to select a
different country, if needed.

Zip Code



Type the 5 to 9 digit zip code for the
Customer’s address.
Tab out to fill in City and State automatically.
Check to make sure the zip code you entered
is correct.

City



MOSES pre-fills the city to match the zip code.

State



MOSES pre-fills the state to match the zip
code.

Enterprise
Zone

This is a HUD zone in Springfield. Select this
check box, if applicable.
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Field Name

Required Action

Empowerment Zone

This is a HUD zone in Boston. Select this
check box, if applicable.

Renewal
Zone

This is a HUD zone in Lowell / Lawrence.
Select this check box, if applicable.

Primary
Phone

Type the Customer’s primary phone number.

Email

Type the Customer’s e-mail address.
Make sure to use proper formatting.

Other Phone

Type the Customer’s other phone number, if
available.

Web
Address

Type the Customer’s internet web page
address, LinkedIn address, Facebook page or
social media web address, if applicable.
Make sure to use proper formatting.

Prefers
Email

Check this if the Customer wishes to be
contacted via email. You must have a valid
email address in that field.

Address Not
Available

Select this check box if the Customer does not
have an address.
They could be homeless, in a shelter or in a
domestic abuse situation.

Mailing
Address
Different

Select this check box if the Customer has a
different mailing address.
When you select this option, the Mailing
Address sub tab becomes available. It must
be completed before moving to the next tab.

Confidential

This is only viewable.

Agricultural
Work
Question



Check the proper radio button after asking the
customer if they have worked in agriculture or
food processing in the last 12 months.
This is looking for Migrant farm workers.
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Field Name
Special
Accommodations

Required Action
Describe Special Accommodations, if any.

MOSES 101 Manual

May 2020

53

7. NOTE the following fields in the Programs section of the Basic
screen.

Field Name

Required Action

Program
Name

MOSES presents a list of programs applicable
to Career Center Customers. You can scroll
through the list using the scroll bar to the right.
Customers are commonly in Job Match,
Program Eligibility, and Career Planning in the
programs section.
Some programs need to have eligibility
determined prior to putting them in the program.
Appendix C provides definitions of the listed
programs.

Apply

This box is used to enroll / register customers in
the program. Once checked some programs
can not be unchecked.
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Field Name
Program
Status

History

Required Action
MOSES often pre-fills this field.
For example, when Job Match is checked, the
status shows as “Incomplete”.
Once the Job Match Criteria has been
successfully entered and saved, the status
changes to “Info. Complete-On”.
Click once on the folder icon
at the end of
the row for a program.
This gives you information about enrollment
and exiting dates and history.

Once you click on the Apply checkbox, MOSES asks you if you are sure that
is what you want to do.
Click Yes if you are sure you want to enroll the Customer in that program.
Click No if the Apply checkbox was clicked by mistake.

Once you click on the Apply checkbox for a program that needs program
eligibility determined, MOSES tells you that program eligibility should be
established prior to clicking on the Apply checkbox.
The same holds true for Career Center Specific programs.
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8. Click on the Career Center Button to view Customer programs
applicable to that Career Center.

Once you click on the Apply checkbox, MOSES asks you if you are sure that
is what you want to do. Click Yes if you are sure you want to enroll the
Customer in that program. Click No if the Apply checkbox was clicked by
mistake.

When you enroll a Customer into a Career Center specific program, the
Career Center button and the text for the chosen program(s) turn green.
Once a Customer is exited from that Career Center specific program, the text
turns red.

You have completed the Basic tab.
The next step is to complete the Full tab.
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To Complete the Full Tab
A Full membership lets the Customer use more of the available services
of MOSES.
These fields are indicated by a ✓ mark rather than a  mark.
This gives you the option of completing the information later.
These fields are required for federal reporting and need to be completed.
The ✓ means it is a recommended field.
For many programs, part of the eligibility is that the job seeker has a full
membership (the full tab – General Information sub tab) completed).
1. Click the Full tab on the Job Seeker record.
The following screen appears.

2. Type the Customer’s information into the following fields under the
General Information sub tab.
Required fields () must be completed before you can select the next tab in
MOSES.
Highly Recommended (✓) fields are required for federal reporting and for
entry into most programs.
You can move on to the next tab if these ✓ fields are incomplete.
However, a Missing Fields Alert (
/ Stop/No Entry sign) will appear on the
Customer’s record until the required or recommended information is
completed.

MOSES 101 Manual

May 2020

57

Field Name

Required

Action

Employed

✓

Select the Yes or No radio button.

Disability

✓

Select the Yes, No or Not Disclosed
radio button.
Then check off the customers disability
Type boxes.

Disability
Comment

(Optional) Type a brief description of the
disability, if the Customer is disabled.
Use Notes instead this is more discrete.

Immigrant

Use this field only when referring a
Customer to a DOE-funded ABE/ESOL
course. In this case, DOE requires that
we check Yes if the Customer is
foreign-born and has legal status to live
in the USA.

Dislocated
Worker

Select this check box if the Customer is
a dislocated worker and your Career
Center uses this field for reporting.
Otherwise do not use.

Summer Youth

Select this check box if the Customer is
a summer youth and your Career
Center uses this field for reporting.
Otherwise do not use.

Primary
Language

Select the Customer’s primary language
from the dropdown list. (Optional)

Language
Details

Describe language details, such as
degree of fluency in oral and written use
of that language. Or customer has
multiple languages.

Permanently
Separated
(HITG):

Information from the UI database will
cause this check box to be checked, if
the Customer is collecting UI and is
permanently separated from their most
recent employer.
Staff cannot check this box themselves.
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Field Name

Required

Last Modified

Action
Information from the UI database will
cause this date field to be completed.
Staff cannot complete this field
themselves.

Family Size

✓

Type the number of people living in the
household. This includes the Customer.

Family Income

✓

After you enter the Family Size,
MOSES displays the question “Is your
family income for the last six months
below $#,###?” This determines
whether or not a Customer is
economically disadvantaged.
The income level is calculated from the
Family Size and the zip code.
Read the question to the Customer and
select the Yes or No radio button.
The income levels are updated each
year.

In School

✓

Select the Yes, Yes in Alternative
School or No radio button.

Highest Degree

✓

Select the Customer’s highest
educational degree from the dropdown
list. (Or highest grade completed.)
It is important to make the correct
selection, as this is used as one of the
Job Match Criteria.

Highest
Education
Grade

MOSES displays this field only when
you select Less than High School,
Some College, or Post-Secondary
with High School, from the dropdown
list.
Select the number of years of school
completed.
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Field Name

Required

Migrant Status

✓

Career
Objective

Action
Select the radio button indicating the
correct Migrant Status if you clicked
Yes to the Agricultural Work Question
on the Basic tab.
Definitions are below:

Describe Career Objectives, if any.
(Up to 750 characters.)
Remember that this career objective will
appear on the resume document, so
spelling, capitalization, punctuation, and
grammar should be carefully reviewed.

You have now completed a Full Membership.
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To Add a New Customer Who Is a Veteran
While giving information on the Basic tab, if the Customer answered “Yes”
to Military or Other Eligible status, complete the Military Information
sub tab.
This is accessed from the Full tab.
1. On the Full tab, click the Military Information sub tab to view military
information.

Veterans are usually referred to the MDCS Veterans’ Representatives, who
hold special expertise for serving these clients.

If the Customer answered “No” to Military status and Other Eligible status,
the sub tab will be inactive.
It appears grayed out.
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2. Click the Add button.

3. Complete the required fields ().
4. Complete the optional fields if the information is available.

Make sure you verify this information against the DD214 form (official
discharge papers from the military).
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Field Name

Required Action

Branch



Select the branch of military service from the
dropdown list.

Discharge
Type



Select the type of military discharge from the
dropdown list.

Service
Start Date



Click the Calendar icon
and select the
Start Date from the dropdown calendar.
Click the OK button. Or, you can type in the
Start Date. Certain start and release dates
trigger additional radio button options under
Veteran Information.

Release
Date



Click the Calendar icon
and select the
Release Date from the dropdown calendar.
Click the OK button. Or, you can type in the
Release Date. Certain start and release
dates trigger additional radio button options
under Veteran Information.

DD214
Verified

Check off the box if Verified.

Verified By

This will automatically fill in your MOSES id if
you checked the box.

Date
Verified

This will automatically fill in the date the box
was checked.

Verifying
Office

This will automatically fill in your MOSES ids
assigned office if you checked the box.
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If the Veteran is not enrolled in your offices Veterans Program the
following pop up appears upon Saving the Military Details box.

Answer as needed.
Note the date will default to todays date.

If the Customer served in more than one military branch, click the Add
button to display a blank row and fill in the information on the second branch.
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5. Complete the Veterans Information fields.
If the information is available (Or Not Disclosed can be selected).

Field Name

Is Your
Disability
Service
Connected?

Required Action
Select the Yes or No radio button to indicate
if the disability is service connected.
If Yes, select the percentage of the disability
that is service connected from the dropdown
list.
This only field only appears if you checked
Yes for Disability on the General Information
tab.

Campaign
Badge

Select the Yes or No radio button.

Homeless
Veteran or
at risk of
being
homeless

Select Yes, No, or Not Disclosed.
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Offender
who has
ever been
incarcerate
d

Select Yes, No, or Not Disclosed.

The Veterans Information section.

Served in
Vietnam (In
Country)



Select the Yes or No radio button.
This question is triggered by the start and
release dates.
(This field appears only if the user enters a
military date range between 2/28/1961 and
8/14/1964.)

Reserve
Time/
Training
Time



Select the Yes or No radio button.
This question is triggered by the start and
release dates.

Desert
Storm/
Desert
Shield



Select the Yes or No radio button.
This question is triggered by the start and
release dates.
(This field appears if the user enters a
military date range between 8/2/1990 and
11/15/91.)

Operation
Iraqi
Freedom



Select the Yes or No radio button.
This question is triggered by the start and
release dates.
(This field appears if the user enters a
military date range between XXXXX and
XXXXXXX.)
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Operation
Enduring
Freedom



Select the Yes or No radio button.
This question is triggered by the start and
release dates.
(This field appears if the user enters a
military date range between XXXXX and
XXXXXXX.)

“Is your disability service connected?” will not appear unless the Customer
answered “Yes” to being disabled on the General Information sub tab.

The job seekers record will now have a flag
record designating them a Veteran.
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To Add a New Customer the Barriers sub tab
For newly entered customers this is an OPTIONAL tab.
Use the Barriers sub tab on the Full tab to accurately record the things
that impact the Customer’s potential success in training, job search, or
sustained employment.
1.

Click the Barriers tab to enter any “barriers to employment” and/or
“eligibility”.

2.

The list of Barriers is shown.
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3.

You must enter the reason why each barrier was checked and how
it will be addressed in the Barriers Notes box.
You need to be able to justify the selection of any barrier selected.

4.

Do not uncheck or delete the Barrier, if the barrier no longer exists.
This totally erases the barrier from MOSES.
Simply add a sentence in Barrier Notes about how the barrier was
addressed / resolved / canceled.
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To Add a New Customer the Assistance / Disaster Relocation
sub tab
Use the Assistance / Disaster Relocation sub tab on the Full tab to
accurately record information in the Assistance Categories section (see
Appendix C for definitions of these programs), the customers Department
of Housing and Community Development (DHCD) participation id; and / or
Disaster Relocations information.
1. On the Full tab, click the Assistance / Disaster Relocation sub tab to
view this information.

2. Fill in the necessary information.
Assistance Categories are programs like a variety of Social Security
programs, Chapter 115 Veterans, Youth who qualify for Free or Reduced
Lunch, and other assistance programs.
By checking these categories off, it may qualify your customer for different
programs.

If the Customer is enrolled in the Department of Housing and Community
Development (DHCD) program enter their participation id in the box.
This id is their registration in the program.
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3. Fill in the necessary information regarding Disaster Relocations.

If the Customer has moved to Massachusetts from elsewhere that was a
disaster area record the information here.
Recent examples are Hurricane Maria (Puerto Rico) and Hurricane Katrina
(New Orleans).
This data entry could be part of the program enrollment for these disasters.
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To Add a New Customer the Education Tab
The next step is to complete the Education tab.
This information is used to help staff assist the Customer in many aspects
of workforce development programs.
1. Click the Education tab on the Job Seeker Membership window.

This information helps all staff provide good services. Make sure that you
complete this tab.
Entering this information eliminates each staff person having to obtain the
same information from the Customer each time.

State/National Licenses, Certifications, and Registrations refer to state
or national professional licenses, not standard motor vehicle licenses.
Enter in a Commercial Driver’s License here.
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2. Click the Add button in the Degrees section and complete the
information.
Degrees refers to high schools and colleges/ universities / higher
education.

3. Repeat as needed.
High school education should be entered if there are no additional degrees
sought by the Customer.

If a Customer did not complete high school, enter the high school name and
it is a good idea to record this, using the Status of Incomplete.
This way, the question only has to be asked once of the Customer.
Certificates that do not lead to a degree should be added in the Vocational
Education and Other Training section.
This is true even if they take the courses for the certificate in a college
setting.
If the Customer is currently pursuing a degree, enter that information, and
choose In Course for the status.
If the Customer stopped pursuing a degree, enter that information, and
choose Incomplete for the status.

The Major field may be used if the course of study is / was relevant to their
work or could lead to employment. But it is not required.

MOSES 101 Manual

May 2020

73

4. Click the Add button in the State / National Occupational Licenses,
Certifications, and Registrations section and complete the
information.

5. Repeat as needed.
Licenses, Certifications, and Registrations refer to state or national
professional licenses, not standard motor vehicle licenses.
Enter in a Commercial Driver’s License here.
All drivers’ licenses are included in the Job Match, Match Criteria,
Summary area.
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6. Click the Add button in the Vocational Education and Other
Training section and complete the information.

7. Repeat as needed.
Use this section to record individual courses or non-degree certificates
pursued at any post-secondary training provider, including colleges.
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To Add a New Customer the Work History Tab
The next step is to complete the Work History tab. This information is
also used to build the Customer’s record.
1. Click the Work History tab on the Job Seeker Membership window.
An Employment History window appears.

This information helps all staff provide good services. Make sure that you
complete this tab.
Entering this information eliminates each staff person having to obtain this
information from the Customer each time.

If a customer has no work history make sure you enter a Note that they have
no work history. Otherwise other staff will be looking for it.

The work history should reflect what the customer wants as their work
history.
Remember they can edit it in JobQuest as well.
For customers downloaded into MOSES from the Department of
Unemployment Assistance, they will have their work history prepopulated
from their UI information. You may edit this as needed. But not all the fields
will be filled out.
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2. Click the Add button.
A Work History Details pop up window appears.

3. Click on the Employer Search button to find all Company, NAICS,
and Layoff and Petition IDs information, if it exists in MOSES.
If you cannot find the Employer, leave (click Close) the Employer
Search area and click on the Record Not Available button now
available on the Work History Details box.

4. Complete the following fields in the Work History Details window.
Also, complete as many of the optional fields as possible.
This makes the Customer ‘s assessment and potential resume more
complete. Start with the most recent employment.
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Field Name

Required Action


Name

Type the name of the Customer’s most
recent employer. (The Employer Search
button will be available to search for an
employer name. Employer Search is
covered more fully in Lesson 16, Search for
an Employer.)

An employer search from the Work Experience Details screen searches
for all of the regular, Rapid Response, Trade, and/or NDWG locations for
a particular employer. If one employer has two different rapid response
locations, that employer will appear twice (or more) when an employer
search is done from this tab. Make sure you select the correct location.

City



Type the city where the company is located.

State



MOSES pre-fills this field with
Massachusetts. Select a different state, if
appropriate.

Employer ID

This is the Identification Number that MOSES
assigns the Employer.
This will pre-fill when you select an Employer
from the Employer Search Screen.

Employer
FEIN

This is the Federal Employer Identification
Number used by the Employer.
This will pre-fill when you select an Employer
from the Employer Search Screen.

Occupation
al Code

Type the eight-digit Occupational Code.
If you do not know the Occupational Code,
you can click the Search button next to this
field to find the code and description. You
can also do a web search for the correct
eight-digit code.

Job Title



Type the Customer’s most recent Job Title.

Start Date



Type the Start Date of that job.

End Date

Type the End Date of that job.
Leave this field blank if the person is still
employed on this job.
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Field Name

Required Action

Main Duties

Type a brief description of the Customer’s
Main Duties. This is the equivalent of what
you would enter on a resume.

Display to
Employers

Select Yes or No if the Customer does or
does not want this particular job to appear on
the MOSES Internet applications (MassHire
Job Quest) to employers.

Salary

Type the Customer’s Salary.

Salary Unit

Select the Salary Unit from the dropdown
list.

Benefits

Select the broad type of Benefits the
Customer received in the job listed.

Reason for
Leaving

Select the Reason for Leaving from the
dropdown list.

Hours

Enter the usual number of Hours worked per
week in the job listed.

NAICS Code

Type the NAICS (North American Industry
Classification System) code, if known. When
the NAICS is entered, the NAICS Sector,
NAICS Subsector, NAICS Ind Group,
NAICS Industry, and NAICS US Industry
fields are populated automatically.
If you don’t know the specific NAICS code,
use the dropdown lists from the above fields
to complete the NAICS Code.
If you select an Employer already listed in
MOSES, the NAICS fields will be completed.
You can also web search the company /
organization for their NAICS code and enter
it in the box.

NAICS
Sector



Select the NAICS Sector from the dropdown
list.

NAICS
Subsector



Select the NAICS Subsector from the
dropdown list.
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Field Name
NAICS Ind
Group

NAICS US
Industry

Required Action


Select the NAICS Ind Group from the
dropdown list. The four-digit NAICS code
populates the NAICS field.
If only one choice appears, make sure you
choose it.
Select the NAICS US Industry from the
dropdown list. The complete NAICS code
populates the NAICS field.
If only one choice appears, make sure you
choose it.

5. Click the OK button to return to the Work History window.
6. Repeat steps as needed to add other employers.
Whenever possible, use the Employer Search button to enter the employer
information (Name, City, State, ID, FEIN, and all NAICS fields).
This not only saves you time but allows you to attach the official record of
Trade Certified Employers (where applicable).
When entering an employer that does not exist in the MOSES database,
click on the Industry Code Search button to search for the proper code.
This may save time.

If you Google search the employer for their NAICS code online, the internet
search engines will provide the companies NAICS code.

If you Google search the ONET Occupation code for their job title online, the
internet search engines will provide the occupations ONET occupation code.
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Understanding and Resolving Alerts
Overview
The Alerts tab on the Job Seeker Membership window is made up of
four sections:
•

The Manual Alerts section displays a list of manually entered Alerts.
You can use this section to enter Alerts that will serve as reminders.
For example, you are waiting for the Customer to provide you with
reference or income information.

•

The Special Programs Alerts let Career Center staff know if a referral
from a DOE-funded ABE or ESOL training provider was made.

•

The Automatic Alerts section displays a list of MOSES generated
Alerts. For example, the Customer has not provided a real SSN or the
Customer is eligible for Title I.

•

The Missing Fields section displays a list of incomplete field
information. For example, the Customer has a Full membership but
the Family Size has not been filled out.

An icon on the Customer’s record designates the type of Alert.
= Manual Alerts, the lowest priority alert
= Automatic Alerts, the second highest priority alert
= Missing Fields, the highest priority alert
The icons appear on a Customer record in order of priority.
If a Customer has both a Missing Fields and an Automatic Alert, only the
Missing Fields icon will display. When the Missing Fields alert is
corrected, an Automatic Alert icon will take its place if there is one.
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To Resolve Missing Fields Alerts
1. Go to the Job Seeker Search window and search for a Customer with
the

icon on his/her membership.

2. Open the Customer record by clicking the Edit button, hitting the Enter
key, or double clicking the record to open the Job Seeker
Membership window.
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3. Select the Alerts tab.
Review the information in the Missing Fields section.
In this example, the missing information is located on the Full tab in
the Family Size field.

Notice that the
icon also appears in the banner in the top right-hand
corner of the membership window. This signifies that there is information
missing from the record.

Notice that the Alerts tab is “red” if there are any unresolved Alerts.
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4. Click the Full tab.
5. Fill in the missing information as needed.

MOSES 101 Manual

May 2020

84

6. Click the OK button and save changes.
This returns you to the Job Seeker Search Results window.
The
icon has been removed and no longer appears on the
Customer record.

Remember that the icons appear in order of priority.
Once you cleared a Missing Field alert, an Automatic Alert icon may take its
place.
Or if there are no Missing Field alerts or Automatic Alerts, a Manual Alert
icon may appear.
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To Resolve Automatic Alerts
1. Search for and open a Customer with the
membership.

icon on his/her

2. Click the Alerts tab.
In this example, the Customer is economically disadvantaged and may
be eligible for any one of several programs.

3. After speaking with the customer about these programs, the alert can
be resolved.
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4. Click the Resolved check box. Your name and resolution date now
appear in the Resolution Date and Resolved By boxes.

5. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Search Results window.
The

icon has been removed.

Automatic Alerts examples are:
The Customer has turned 18 years old make sure to register him for
Selective Service; The Customer has had no service in 45 days; The
customer may be economically disadvantaged and eligible for ….. .
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To Resolve Manual Alerts
1. Search for and open a Customer with the
icon on his/her
membership. This is a manually entered alert.
2. Click the Alerts tab for information on the Manual Alert.
For this example, assume that you understand the problem and have
resolved it.

3. Select the Resolved check box.
Your name and resolution date now appear in the Resolution and
Resolved By boxes.
4. Click the OK button and Yes button to save changes.
This returns you to the Job Seeker Search Results window.
The

icon has been removed.
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To Create a Manual Alert
1. Select a Customer to use. Click the Edit button to return to the Job
Seeker Membership window.
2. Click the Alerts tab to open the Alerts window.
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3. Click the Add button in the Manual Alerts section.
A blank row with today’s date is displayed.

4. Type a reminder or comment about the Customer in the Issue box,
for example, “Waiting for income information.”
5. Click the Calendar

icon. A dropdown calendar appears.

6. Select an Alert Date, for example, one week from today, and click the
OK button.
You may also type the date into the alert date field.
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7. Click the OK button and Yes button to save changes.
8. Click the Edit button and click the Alerts tab to return to the Alerts
window.
The manual alert that you added appears in the Manual Alerts
section.

The
icon will reappear, beginning on the Alert date, indicating that
there is a Manual Alert. If you use today's date, the alert will appear
immediately after the membership is saved.
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Notes for a Customer
Overview
You can add Notes to a Customer record.
Whenever possible, Notes should answer the Who, What, When, Where,
Why, and How questions.
•

Who: Notes should address whether the contact was with the
Customer him/herself, or a training vendor, or other individual .

•

What: Notes should describe the event or occurrence that you are
documenting. / involved party.

•

When: Notes should address the date in which the contact or event
you are documenting occurred.

•

Where: As applicable, Notes should include the location of the
meeting or event that you are documenting.

•

Why: As applicable, Notes should describe why the Customer is
being contacted, or it should be implicitly obvious to the reader why
the Note is being included.

•

How: Notes should address whether the contact was in person, via
telephone, by e-mail, social media, or another method.

The notes are easy to add, edit or view.
Staff will know that a note has been added because the Notes button
turns bold and blue.
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To Add a Note to a Job Seeker Membership Record
1. Open the Job Seeker Membership window for the Customer.

2. Click the Notes button on the right of the top bar of the Job Seeker
Membership window.
If the Customer record contains a note; the Notes button will be bold
and blue. MOSES displays the Job Seeker Notes window with a list
of existing notes, if any.
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3. Click on the Add button, MOSES displays the Job Seeker Notes
Detailed window.

The Notes box holds 5,000 characters. Basically, two single lined pieces of
paper.
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4. Type your note into the Notes text box.

5. Select the Confidential check box, if you want to limit access to
viewing the note.
When you select the Confidential box, only those with specific access
privileges may read confidential notes, as determined by management.
Some career centers may give access to the author and the Security
Administrator only.
Other career centers may give access to one or more Managers at the
Center.
You can always read your own confidential notes.

Note the Staff Id, Created Date, Last Modified By, and the On: date.
The Staff Id is the MOSES staff id who originally entered the note.
The Created Date will reflect the day that this note was originally entered
into MOSES.
The Last Modified By field will show the staff member id, if the Note content
has been modified or updated.
The On field will state when the Note content was last updated / modified.
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6. Click the OK button to return to the Job Seeker Notes window. The
note is displayed on your view only. It is not saved to the MOSES
database.
7. Click the OK button and the Yes button to save changes.
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8. MOSES will ask you “Would you like to Add a service now?”
If you click on the No button, the Note will be saved.
If you click on the Yes button, MOSES will save the Note and take you
to the General Services Details screen, so you can enter a General
Service.
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NOTES Guidelines / Best Practices for Writing Notes
Notes should be spelled correctly. Reminder, you can write your Notes in
Word, spellcheck and then copy and paste them into NOTES.

Do not abbreviate words or programs.
If you abbreviate the program / agency / subject, then make sure that it is
initially spelled out then abbreviated going forward.
Words / shorthand should never be used.
It is strongly recommended that Emails should not be copied and pasted.
Rather the preferred method is that the email should be summarized with the
pertinent applicable information mentioned.

Notes may only be backdated 30 days.

Under the Freedom of Information act, MOSES and NOTES are considered
public records. Customers and/or other interested parties can request
copies of these records.
Requests should be in writing and sent to the main office for processing.

Notes should tell the entire story.

Notes should be Factual, Observable, and / or Quotable.

Notes should be Relevant to the work we do.
Employment and employment barrier resolution work.

Notes should be clear and concisely written.

Notes should NOT contain opinions, judgments or here say.
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All Notes must be documented in MOSES in a timely basis

Notes can demonstrate that quality / substantial services were provided.

The purpose of Notes is to supplement information entered in MOSES, the
Career Plan, and other places

Notes entries should reflect the overall goal of helping the Customers to
become employed and self-sufficient.

Notes should not include hearsay or information not received directly from
the Customer; unless you are recording what, you accept to be factual
information from a vendor, and are quoting the source of information.

Record all appropriate status and/or outcome data and information garnered
from Customer contact in a timely manner using Notes for documentation.

Notes should reflect Customer needs.

Notes should be written in English. If needed, it can be additionally written in
another language as well.

Notes should reflect the provision of direct assistance for; training, and job
search assistance leading to re-employment.

Notes should not reflect biases.

Don’t include all information the Customer may discuss, unless it directly
impacts on his/her ability to stay employed and/or complete training.
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The Notes, in addition to the MOSES Career Plan need to reflect the
provision of these services to enable a succinct picture of the delivery of
these services.

Make sure Notes entries into MOSES reflect the overall goal of helping the
person to be employed and self-sufficient.

Do not include your opinions about Customer actions and behavior.

The goal is to both provide quality services and effective documentation of
these services

If the follow-up is not documented in Notes, then it gives the appearance that
the OSCC staff might not have followed-up with the Customers.

Notes should follow your local office standard practices / requirements /
regulations.
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To Print a Note
1. Open the Job Seeker Membership window for the Customer.
Notice that the Notes button is bold and blue.

2. Click the Notes button on the right of the top bar of the Job Seeker
Membership window to review existing notes or to add a new note.
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3. Click the Expand All Notes button.

4. Click on the View Notes in Word button.
The Applicant Notes pop-up box appears and asks if you want to
include confidential notes.
You can always see your own confidential notes.
You must have security clearances to view confidential notes written
by other staff.
The default is No, which will not export any confidential notes. Choose
Yes if you want to export confidential notes to Word.

MOSES 101 Manual

May 2020

102

5. Click the OK button.
This process exports the notes from the MOSES database into a Word
document, using a Tables format.

6. Print the document, using standard methods for printing at your Career
Center.
7. Word calls this Document 1
You can make any changes you want, but this only saves it in the
Word document, not the MOSES database.
It’s a better idea to make the changes in MOSES and re-export the
notes from MOSES each time you want to print them.
8. Close Word to get back to MOSES.
If you think you will be printing more, simply click on the MOSES
button on the Status bar.

MOSES 101 Manual

May 2020

103

To Print Notes from Outside the Expand All Notes Screen
1. Bring up the Job Seeker Search screen.
2. Highlight the Customer that interest you.

3. Click on the Job Seeker option on the Main Menu bar.
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4. Click View Notes.

If the Customer record you selected has no notes entered, you will receive
the following pop-up message.
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5. Click on the View Confidential Notes check box at the bottom of the
screen, if you want to include confidential notes.
If you do not have the security rights to view any confidential note in
MOSES, the phrase will read: View My Confidential Notes.
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An example with Confidential notes selected
The key icon

indicates which notes are confidential, if any.
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6. Pick which notes you want to view in Word by checking off the
checkbox next to each note.
A check in the check box tells MOSES you want to include that note
when exporting to Word.
You can select all the notes by clicking on the Select All Notes check
box at the bottom of the screen.
You may unclick any notes you don’t want to export to Word.
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7. Click on the View Selected Notes in Word button.
You must select at least one note.
This process exports the notes from the MOSES database into a Word
document, using a Table format.

8. Print the document, using standard methods for printing at your Career
Center.
9. Word calls this Document #
You can make any changes you want, but this only saves it in the
Word document, not the MOSES database.
It’s a better idea to make the changes in MOSES and re-export the
notes from MOSES each time you want to print them.
Word has a better spelling and grammar check than MOSES. If you make
corrections in Word based on the spell check tool, remember you need to
copy and paste this back into MOSES. Changes made in Word are not
automatically imported into MOSES.
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10. Close Word to get back to MOSES.
If you think you will be printing more, simply click on the MOSES
button on the Status bar and leave Word open.
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Record Delivery of General, Testing, and
Administrative Services
Overview
This section deals with General and Administrative services that you
record manually on the General, Testing, and Administrative sub tabs of
the Services tab on the Job Seeker Membership window.
General services include services such as job search, labor market
assistance, counseling, career planning, follow-up, outcomes, and
enhancements. These General Services refer to intensive / individualized
services; services needed to help a Customer become job ready; and
services provided to support program activities. They can be administered
either in person, over the phone, by technology (email) or social media but
have the element of direct contact / interaction with the customer. A more
detailed explanation of each is in Appendix C.
Testing services include giving or recording results of tests for reading,
math, and career choices / interest inventories and the data entry of the
results in MOSES. The names of all the tests are listed, with their
acronyms. A more detailed explanation of each is in Appendix C.
Administrative services can be added manually or added by MOSES
automatically. Most of these include activities surrounding membership
services and activities, feedback, and activities surrounding loss of
contact. A more detailed explanation of each is in Appendix C.
Many of the services posted to the Administrative sub tab are
automatically posted services. For example, when you complete the job
matching criteria for a Customer, a service will automatically post a
service to the Administrative sub tab. Another example is when the
customer logs into their JobQuest account, MOSES will post a service that
they log into JobQuest (INETSELF).
An example of a manually posted Administrative service would be staff
manually posting that a Customer has picked up his/her membership card
or that attempts to contact the Customer did not result in a positive
contact.
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To Record a General Service for a Customer
1. Open the Job Seeker Membership window for the Customer.

2. Click the Services tab on the Job Seeker Membership window for the
Customer.
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3. Click the Add button on the General tab. MOSES displays the
General Services Detailed window.

4. Type information into the following fields on the General Services
Detailed window:
Field Name

Required

Service Date



Last Update
Date

Action

MOSES pre-fills this field with the current
date. This date may be backdated based on
your backdating rights. Standard back dating
rights are 60 days.
MOSES pre-fills this field.

Career Center



MOSES pre-fills this field with your Career
Center.

Staff ID



MOSES pre-fills this field with your Staff ID.
Change this to the Staff ID of the person who
delivered the actual service if you are only
entering this data.

Hours



MOSES pre-fills this field based on the
Service Category and the Service Detailed
selected.
Staff can manually increase or decrease this
number as appropriate.
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Field Name

Required

Description

Action

Type a description of the service provided.
(Optional.) This box holds 500 characters.
If you do not enter anything into the
Description box, a NOTE should be entered to
explain the services rendered.


Category

Select the Service Category from the
dropdown list. Use the scroll bar to view the
entire list.
A more detailed
explanation of each
Category is in
Appendix C.

Assessment
Career Planning
Counseling
Education Rewards
Loan Program
Follow-Up (including
WIA Title I)
Job Development
Job Search
Orientation
Outcomes /
Enhancements


Service Detailed

Skills Remediation
Status Update
Supportive Services
Referral
Supportive Services
Training – Completed
Training – Did Not
Complete
Training – Entered
UI Issue
Vouchers

Select the specific service from the dropdown
list. The selections will vary, depending upon
which Category you have selected.

A list of all Service Details for each Category and their definition is
provided in the Appendix C.

The Category and Service Detail you select depends on your role,
responsibilities, the programs, and the office you work in.
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5. Click the OK button to return to the General sub tab. This action only
posts the new service on you view of the General sub tab. This does
not actually save the service to the Customer record in the MOSES
database.
6. Click the OK button and the Yes button to save changes and exit this
record. This returns you to the Job Seeker Search window.

An alternate way to save the service to the MOSES database is to click on
the Save
(diskette) icon.
This does not bring up the pop-up box asking you if you want to save, it just
saves it.
You are brought back to the first tab in that Customer record. For Job
Seekers, this is the Basic tab.
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To Record a General Service after Entering a Note
1. Open the Job Seeker Membership window for the Customer.

2. Click on the Notes button.

3. Add a new note.
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This space holds 5,000 characters. Two single lined pieces of paper.
You can copy and paste in this box from other sources.

4. Post the note to your desktop by clicking the OK button.

5. Click the Yes button to save the note.
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6. Click the Yes button to add a General Service.

7. Select the Category and corresponding Service Detail you would like
in the General Services Detailed screen.
Appendix C has a complete list of these if you need more information.
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8. Click the OK button to post this service.
Your desktop display will be the Basic tab of the job seeker record.

9. Save your record by clicking the OK button and saying Yes to the popup box to confirm the save

Alternately, you can also save by clicking on the Save Icon (
clicking on the Refresh Icon (
record.
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To Record a Testing Service for a Customer
Testing services include giving tests for reading, math, and career
choices and recording the results.
The names of all the tests are listed, with their acronyms.
1. Open the Job Seeker Membership to the Services, Testing sub tab
for the Customer.

2. Click the Add button on the Testing tab.
MOSES displays the Testing Services Detail window.
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3. Complete the information about the testing service provided.
Field Name

Required

Service Date



Last Update
Date

Action

MOSES pre-fills this field with the current
date.
This date may be backdated for up to your
standard back dating rights. (Standard
back dating rights are 60 days.)
MOSES pre-fills this field.

Career Center



MOSES pre-fills this field with your Career
Center.

Staff ID



MOSES pre-fills this field with your Staff ID.
Change this to the Staff ID of the person
who delivered the actual service if you are
only entering this data.

Hours



MOSES pre-fills this field based on the
Category and the Service Detail selected.
Staff can manually increase or decrease
this number as appropriate.

MADOE /
USDOL
Assessment

Click the Yes button if this is a Test of Adult
Basic Education (TABE), (REEP), or Basic
English Skills Test (BEST).
This limits the Service Category to five
options: ABE Math, ABE Reading, ABE
Writing, ESOL Reading & Writing (REEP),
or ESOL Speaking & Listening (BEST).
Click the No button if this is a career
assessment, interest inventory,
occupational test or a non-MADOE/USDOL
reading, math or other educational
assessment.

Description

Type a description of the service provided.
Information entered here appears on the
Career Planning, Assessment sub tab.
It may be helpful to enter the score here as
well as in the Level/Score field.
Testing scores (depending on the test)
should be entered or duplicated in this box.
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Field Name

Required

Category



Action

Select the Service Category from the
dropdown list.
The list will change based upon how you
answer the MADOE/USDOL question.
(Yes or No).
Use the scroll bar to view the entire list.
Yes
ABE Math
ABE Reading
ABE Writing
ESOL Reading
ESOL Speaking & Listening
ESOL Writing
No
Career Information Systems
Career/Interest Inventories or Assessments
English Test for Speakers of Other Languages
GED / HiSET (General Equivalency Diploma)
History Test
Math Test
Occupation Testing
Occupational Certification / License
Other Test
Reading Test
Science Test
WorkKeys Exam

Service Detailed



Select the specific service from the
dropdown list.
The list will change based upon how you
answer the MADOE/USDOL question.
(Yes or No).
The selections will vary, depending upon
which Category you have selected.
Use the scroll bar to view the entire list.

Form

For TABE test results, enter the Form of
the test given:

Level

For TABE test results, enter the Level of
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Field Name

Required

Action

the test given:
Advanced, Difficult, Easy, or Medium
Scale Score

For TABE test results, enter the Scale
score here.

Score/Grade
Level

Enter the score or grade level equivalent
the Customer received on this test. (If
applicable.)

Test no.

Enter which test this was.
You may enter up to eleven different
administrations of this test.
This accounts for pre- and post-tests, as
well as interim tests.

Test Date

Enter the date the test was given.
This date may be backdated for up to your
back-dating rights.
(Standard back dating rights are 60 days.)

Source

Choose the source that provided the testing
results.

Results

Enter results from tests that do not
measure in numbers, but use letters.
Such as the Holland Code (A = Artistic, C =
Conventional, E = Enterprising, I =
Investigative, R = Realistic, S = Social).

Occupation

Enter the occupations that apply to the
testing service, if applicable.

Test Language

Indicate the language of the test, if other
than English.

Use this test
score for
eligibility

One test score may be brought forward for
Eligibility Criteria for each of these types
of tests: Reading Level, Math Level, and/or
ESL Level
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4. Click the OK button to return to the Testing sub tab.
This action only posts the new service on your desktop display.
This does not actually save the service to the Customer record in the
MOSES database.

5. Click the OK button and the Yes button to save changes and exit this
record.
This saves the service and returns you to the Job Seeker Search
window.
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An alternate way to save the service to the MOSES database is to click on
the Save (diskette)
icon.
This does not bring up the pop-up box asking you if you want to save, but
just saves it.
MOSES then brings you back to the first tab in that Customer record. For
Customers, this is the Basic tab.
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To Record an Administrative Service for a Customer
1. Open the Job Seeker record of the Customer.
2. Click the Administrative sub tab on the Services tab.

3. Click the Add button on the Administrative sub tab. MOSES displays
the Administrative Services Detailed window.

MOSES 101 Manual

May 2020

126

4. Type information into the following fields on the Administrative
Services Detail window:
Field Name

Required

Service Date



Last Update
Date

Action
MOSES pre-fills this field with the current
date.
This date may be backdated for up to
your back-dating rights. (Standard back
dating rights are 60 days.)
MOSES pre-fills this field.

Career
Center



MOSES pre-fills this field with the Career
Center that appears on the banner line.

Staff ID



MOSES pre-fills this field with your Staff
ID.

Description

Category

MOSES 101 Manual

Type a description of the service
provided. (Or enter in Notes.)



Select the Service Category from the
dropdown list:

May 2020

127

Field Name

Required

Action
Feedback
Activity Scheduling
Contact
Contact Follow up
Job Seeker Membership
Membership Card



Service
Detailed

Select the specific service from the
dropdown list.
The selections will vary, depending upon
which Category you have selected.

A list of all Service Details for each Category is provided in the
Appendix C of this manual.

5. Click the OK button to return to the Administrative tab window.
This completes the procedure to record an Administrative Customer
service.
6. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Search window.
7. Click the Close button to return to the MOSES main menu window.

An alternate way to save the service to the MOSES database is to
click on the Save (diskette)
icon. This does not bring up the
pop-up box asking you if you want to save, it just saves it. You are
brought back to the first tab in that Customer record. For Customers,
this is the Basic tab.
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Common Data Entry / Practice Used in Administrative
Services
1. Open the Job Seeker record for the Customer.
2. Click the Administrative sub tab on the Services tab.

3. Click the Add button on the Administrative sub tab.
You get the Administrative Services Detail window.
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4. Select Contact as the Category.

Contact is used to record unsuccessful attempts to communicate with
the customer.
That means NO interaction, communication or interface was attained /
achieved or provided to the job seeker.
Another way of recording this service would be to enter it into Notes.
You can use either data entry process. Notes or Administrative
Services – Contact.
One should be recorded, but you are not required to use BOTH,
unless it is your offices standard practice to do so.

5. Select the Service Detail that is appropriate.
A list and definitions of the Service Detail drop menu may be found in
Appendix C.
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6. Click the OK button to save changes.
7. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Search window.

An alternate way to save the service to the MOSES database is to
click on the Save (diskette)
icon. This does not bring up the
pop-up box asking you if you want to save, it just saves it. You are
brought back to the first tab in that Customer record. For Customers,
this is the Basic tab.
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JobQuest and Administrative Services / MOSES
JobQuest is MOSES online. It is a portal for customers to manager their
MOSES account, do active job search and other activities.
The Administrative Services tab is also where most JobQuest
interactions are recorded.
As customers log in and out of JobQuest these activities are tracked on
the Administrative tab.
Any JobQuest change to the record on the Basic, Full, Education and/ or
Work History are documented here.
Enrollment in the Job Matching program in JobQuest is also traced here,
as well as online usage of TORQ in JobQuest.
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1. Open the Job Seeker record of the Customer.

2. Click the Administrative sub tab on the Services tab.
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Common Administrative Services
Job Quest Transactions

INETSELF is the staff ID associated with JobQuest interactions.

Example of a transaction data entry with a Customer Logging in to JobQuest

Example of a transaction data entry with a Customer updating their record

Example of a transaction data entry with a Customer doing the Job Match
process (Smart Match) in JobQuest

Example of a transaction data entry with a Customer doing TORQ in
JobQuest
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Search for, Sign Up, and View a Job
Seeker Event
Overview
There are many types of Job Seeker Events, for example, job fairs,
resume workshops, networking workshops, and Career Center Seminars.
Events are often held on-site at the career centers, are normally
scheduled in advance, and are often led by career center staff.
You can search for a specific Job Seeker event, view a list of all events,
view the schedule of the events, and add a Job Seeker for a scheduled
event.
There are a number of methods to sign up a Job Seeker for an event,
depending on the situation:
•

Future, scheduled event - Events, Event Scheduling must be used.
This is covered in this section.

•

Past, scheduled event where a Job Seeker neglected to pre-register Events, Event Scheduling must be used to add a participant and to
record his/her participation. Only staff with the proper security level
can record “yes” or “no” to participation.

•

Not on the schedule, i.e., a group of Job Seekers attended an event
that was delivered at the last minute - Use Events, Mass Entry to
record the attendance of all of the participants at the same time. Mass
Entry is not covered in this manual.

•

Not on the schedule, i.e., a Job Seeker attended an event that was
delivered at the last minute - Use the Events tab on the Job Seeker
Registration to record attendance.
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To Search for an Event by a Specific Date, Week, or
Month
There are a number of different ways to search for a scheduled event,
depending on the job seeker’s needs.
For example, you can:
• Search for a specific event
•

Search for all events at a specific career center

•

Search for a specific event at any career center

Regardless of your search criteria, each of the methods also allows you to
view event details and event participation list.

To view a list of all events that a specific job seeker has registered to attend,
go to the Job Seeker Membership, and select the Events tab, Current
Events sub tab.

1. Click Events on the MOSES main menu bar and select Event
Scheduling.

The Job Seeker Scheduled Events window appears. MOSES defaults to
Job Seeker events at your career center.
Remember this when you want to view Employer Scheduled Events.
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2. Ensure that the Job Seeker radio button in the Search Criteria
section is selected.
MOSES defaults to a list of all events for today’s date for Job Seekers.

3. Search can be based on one or more of the following criteria:
Career Center

Select a Career Center from the dropdown list.
MOSES will display events for only that career center.
Or, choose the empty row from the top of the
dropdown list to display the events for all of the career
centers.
(The default career center is the one associated with
your Staff ID.)

Events

Select an Event name from the dropdown list to
display only sessions of the selected event scheduled
for the time period.
Or, choose the empty row from the top of the
dropdown list to display all events for the time period.

Selected Date

Click the Selected Date button to display events for
the date shown on the calendar, based on the career
center and/or event name chosen.

Show Selected
Week

Click the Show Selected Week to display events for
the week shown on the calendar, based on the career
center and/or event name chosen.

Show Selected
Month

Click the Show Selected Month button to display
events for the month shown on the calendar, based
on the career center and/or event name chosen.
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4. MOSES displays a list of scheduled events that meet your Search
Criteria on the Event Schedule panel on the left.

To see who is signed up to attend an event, click the Participants button on
the Job Seeker Scheduled Events window.

Change the selected date, week, or month by using the calendar in the
upper right-hand corner before you click on the appropriate button.

5. Click the Close button to return to the MOSES main menu window.
Note the key at the end (
) designating that this event is for members of
that Career Center only and it will not allow you to add participants if you are
not assigned to that office.

Note the P at the end of the event listing (
) designates that this event
has prerequisites required to attend that course. Participants are expected
to meet those requirements to attend.
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To Add a Job Seeker to a Future, Scheduled Event
1. Click Events on the MOSES main menu bar and select Event
Scheduling. The Job Seeker Scheduled Events window appears.

2. Ensure that the Job Seeker radio button in the Search Criteria is
clicked.

MOSES 101 Manual

May 2020

139

3. Click the Show Selected Month button. This will provide you with a
list of Job Seeker events for the month.

Note the key at the end (
) designating that this event is for members of
that Career Center only and it will not allow you to add participants if you are
not in that office.

Note the P at the end of the event listing (
) designates that this event
has prerequisites required to attend that course. Participants are expected
to meet those requirements to attend.

4. Select the event that the job seeker plans to attend.
Verify that you have selected the one with the desired time and date,
since the same event may be scheduled at several times.
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5. Click the Participants button.
If the event has prerequisites that must be met in order to attend the
event, a listing of the prerequisites will pop up. Make sure the Job
Seeker complies with the prerequisites.

6.

The Job Seeker Event Participation Entry window appears
displaying a list of job seekers, if any, who have already signed up for
that session of the event.
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7. Click the Add button to display a blank row for adding a Job Seeker to
the event.
Type the Job Seeker ID or SSN into the proper field in the blank row.
Note it defaults to the Job Seeker ID.

Note the Participant list defaults to the Job Seeker Id. You may also click on
Social Security # box and use that field instead.
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8. Tab out of the Job Seeker ID or SSN field, once you have entered it.
This automatically populates the other fields.

9. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Scheduled Events window.
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To Add a Job Seeker to a Future, Scheduled Event
without a Membership, Social Security # or Job
Seeker Id
1. Click Events on the MOSES main menu bar and select Event
Scheduling. The Job Seeker Scheduled Events window appears.

2. Ensure that the Job Seeker radio button in the Search Criteria is
clicked.
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3. Click the Show Selected Month button. This will provide you with a
list of Job Seeker events for the month.

Note the key at the end (
) designating that this event is for members of
that Career Center only and it will not allow you to add participants if you are
not in that office.

Note the P at the end of the event listing (
) designates that this event
has prerequisites required to attend that course. Participants are expected
to meet those requirements to attend.

4. Select the event that the job seeker plans to attend.
Verify that you have selected the one with the desired time and date,
since the same event may be scheduled at several times.
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5. Click the Participants button.
If the event has prerequisites that must be met in order to attend the
event, a listing of the prerequisites will pop up. Make sure the Job
Seeker complies with the prerequisites.

6. The Job Seeker Event Participation Entry window appears
displaying a list of job seekers, if any, who have already signed up for
that session of the event.
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7. Click the Add button to display a blank row for adding a Job Seeker to
the event.

Note the Participant list defaults to the Job Seeker Id. You may also click on
Social Security # box and use that field instead.

8. If you do not have either the Member’s Job Seeker ID or Social
Security Number, click the Quick Search button to display the Job
Seeker Search window.
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9. Type any part of the Job Seeker’s name in the text box and click the
Search button. The search results appear.

Social Security Numbers do not appear here.
If you knew the Job Seeker’s social security number, you could just enter it
directly.

10. Check off the Selected Job Seeker box on the right side of the list to
identify the customer to be added to the participants list.
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11. Click the OK button.
The Job Seeker is listed on the Job Seeker Event Participation
Entry window, but not saved to the MOSES database.

12. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Scheduled Events window.
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Non-MOSES Members Registration for an Event
For customers who are non-members you can follow the process below.
Or have them complete a membership application and register them in
MOSES by following the usual Event participation process using their Job
Seeker Id or social security number.

1. Select the event that the job seeker plans to attend.
Verify that you have selected the one with the desired time and date,
since the same event may be scheduled at several times.
2. Click the Participants button.
If the event has prerequisites that must be met in order to attend the
event, a listing of the prerequisites will pop up. Make sure the Job
Seeker complies with the prerequisites.
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3.

The Job Seeker Event Participation Entry window appears
displaying a list of job seekers, if any, who have already signed up for
that session of the event.

4. Click the Add button to display a blank row for adding a Job Seeker to
the event.
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5. If a person attending an event is not a registered member in MOSES,
click on the Non Moses Applicant check box.
You must then enter the attendee’s first name, last name, and phone
number in the appropriate fields.

6. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Scheduled Events window.
7. Click the OK button to save your work to the MOSES database. All
Job Seekers you registered are now signed up to attend the event.

You can print a list of Job Seekers scheduled to attend the event. Place
your cursor in one of the fields.
Right click, then choose Print, Print Data.
Use this list to make reminder calls to the Job Seekers.
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To Record a Job Seeker’s Attendance at a
Scheduled Event
1. Click Events on the MOSES main menu bar and select Event
Scheduling.

2. Select the criteria from The Job Seeker Scheduled Events window
that will bring up the event for which you want to record attendance.
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3. Highlight the proper event. Click the Participants button.

4. Click Yes or No for each of the Job Seekers listed to record their
attendance at this event.
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To record attendance of a Job Seeker who attended this event, but was not
pre-registered, use the process described earlier to add a participant to a
workshop.
You must click Yes to record their attendance.

Note that the Non-MOSES Applicant will not have any Attendance fields /
buttons, since they are not registered in MOSES.
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View a List of Events a Job Seeker is Signed Up To
Attend
You may be interested in finding all of the events for which a particular Job
Seeker has registered.
This is done through the Events tab on the Job Seeker Membership
window.
The Events tab is mainly used for viewing Current Events which the Job
Seeker is scheduled to attend and Past Events which the Job Seeker has
attended or has not attended.
It can also be used to record the attendance of a Job Seeker for a current
or past event that was not a scheduled event.
For example, a Job Seeker is in the Career Center and expresses an
interest in the Resume workshop that the center offers. However, this
workshop is not scheduled until next month. The staff person decides that
since the Job Seeker is interested, he or she will provide the workshop
right then and there.

You cannot sign up Job Seekers for a future event from this window.
This is done from the Event menu on the MOSES main menu window.
This procedure was described in To Add a Job Seeker to a Future,
Scheduled Event.
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1. Go to the Job Seeker Search window and search for your job seeker.
2. Open the Job Seeker Membership window for that job seeker.
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3. Click on Events tab.
MOSES defaults to the Current Events sub tab and displays any
Events that the job seeker is registered to attend.

Until attendance is verified, any Events that the job seeker has registered to
attend will appear on the Current Events tab.
Once attendance is recorded, that Event will appear on the Past Events tab.
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To Record a Job Seeker’s Attendance at an
Unscheduled Event
1. In the Job Seeker record click on the Events tab then click the Add
button to display a blank row.
From here, you can record the Job Seeker’s attendance at an
unscheduled Event that you provided.

You can record a Job Seeker’s attendance at an event that occurred today
or in the past.
You cannot record attendance that occurs in the future on this window
because:
a) if the event is known, then it is a scheduled event, and
b) you cannot record attendance before the event takes place.
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2. Select the Event from the Event Name dropdown list.

3. Click the
icon and select the Date that the Job Seeker was provided
the Event. (This cannot be a date in the future.)
4. Select the Time of the attendance using the up/down arrows.
5. Click the OK button and Yes button to save changes.
This returns you to the Job Seeker Search window.

MOSES 101 Manual

May 2020

160

To View Events that a Job Seeker Has Attended
(Both Scheduled and Unscheduled Events)
1. Click Edit or double click on the Job Seeker to display the Job Seeker
Membership window.

2. Click the Events tab.
3. Click the Past Events tab to view Events that the Job Seeker has
already attended or has not attended.
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4. Click the OK or Cancel button to return to the MOSES main menu
window.

MOSES displays the events on the Current Events sub tab if MOSES has
not yet recorded the attendance of the Job Seeker at the event, even if the
date for this event has passed.
If MOSES has recorded the attendance, the event will be listed on the Past
Events tab.
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Add a Job Seeker to a Career Center Seminar /
Orientation Scheduling event
To schedule a customer for a Career Center Seminar / Orientation
Scheduling event on the main toolbar go to Events and click on the drop
menu that reads CCS / Orientation Scheduling.
This part of EVENT scheduling is done with a Real Time Scheduling
interface.
1. Click Events on the MOSES main menu bar and select CCS /
Orientation Scheduling.

2. The CCS / Orientation Scheduling - Job Seeker Search window
allows you to search by Job Seeker ID, their last name, or social
security number. Select the appropriate radio button.
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To use the social security number, you must enter all 9 digits.

To search by last name, use any string of letters in the first part of the last
name.
Search is not case sensitive.

3. In this case, enter the Job Seeker’s Id number.
Click the Search button.

Note in the above example the social security number are redacted with only
the last 4 numbers displayed.
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The Scheduling Screen Details
4. The Scheduling window opens up.

The Scheduling Screen has numerous sections, functions and action
buttons.

Current
Appointment

This field displays the date, time, and location of the
Career Center Seminar if the Job Seeker is currently
scheduled to attend one.
The “Cancel Appointment” button will be active if the
job seeker is scheduled.
If the Job seeker does not have an appointment to
attend a Career Center Seminar, this section will
display “Not Currently Scheduled” and the “Cancel
Appointment” button is inactivated.

Notification
Details

This field lists the date or dates of when the Job
Seeker was sent written notification that they need to
attend a Career Center Seminar or Orientation.
The “Notice Date:” box is the mailing date of the
initial written notification requiring them to attend.
The “Attend by:” box is (if necessary) the date that
they must attend the event by.

MOSES 101 Manual

May 2020

165

Residence
Address

This field displays the Job Seeker’s residence
address information. This is from the Basic tab.

Scheduling /
Rescheduling
Details

This field is inactive to general staff:
UI customers that are required to attend one of these
events must contact the Department of
Unemployment Insurance to discuss.

Filter Schedule

This field allows users to filter the available Career
Center Seminars displayed in the Schedule section.
This section provides three ways for filtering the
schedule (Click Search to refresh the filter).
Career Center – The Career Centers listed in the
dropdown are ordered by distance from the Job
Seekers Zip Code that was entered (starting with the
closest Career Center) (on the basic tab).
Location – When a user selects a city from this
dropdown list, the CCS Schedule will return all
available CCS events being held at Career Centers
located in the same Service Delivery Area as the
selected city (starting with the closest Career Center).
From/To Date Range – All available CCS events
displayed will occur between the date ranges
specified.

Schedule
(Select
Appointment)

This field displays scheduled Career Center
Seminars / Orientations with available openings.
For the Criteria selected.
In order to schedule a job seeker, select a schedule
from this list.

Service History

This field displays a history of all CCS / Orientation
services entered for the Job Seeker.
To view detailed information about a particular service
listed, select the row and click View.
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To Schedule a Job Seeker to Attend a Career
Center Seminar / Orientation Scheduling event
1. With the Scheduling Screen open, in the Filter Schedule section, set
the date range for the events that you want to look at.

2. Now simply highlight and check the box for the seminar that the Job
Seeker wishes to attend

MOSES 101 Manual

May 2020

167

3. Note that the Schedule Job Seeker button is now activated. To
register the Job Seeker for that particular event hit the Schedule Job
Seeker button.

Note the pop up. Are you sure you want to Schedule the Job Seeker?
Click Yes.
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4. To save the requested seminar date you must hit Close to complete /
save the request.

Note that the current appointment field is now filled in with the appropriate
scheduling information and that the Cancel Appointment button has been
activated.
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To Cancel or Reschedule a Job Seeker to a Career
Center Seminar / Orientation Scheduling event in
CCS Scheduling
1. With the Scheduling screen open on the appropriate Job Seeker, to
cancel or reschedule the individual simply hit the Cancel Appointment
button.

Note the pop-up window will ask if you want to delete this Scheduled Career
Center Seminar from the system.
Simply hit the Yes button and the claimant will no longer be scheduled to
attend the event.

Note: To reschedule the Job Seeker, follow the procedure covered in To
Schedule a Profiled Job Seeker to Attend a Career Center Seminar /
Orientation Scheduling event by highlighting and checking off the box on
their new date and time, clicking Schedule Job Seeker and then use the
Close button to save the record. .

SHORT CUT: To cancel and reschedule the Job Seeker, simply check off
the box of the new date that they wish to attend and click Schedule Job
Seeker.
MOSES will automatically cancel their previous scheduled date and replace
it with this new date.
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To Schedule a Non-MOSES Registered Job Seeker
to Attend a Career Center Seminar / Orientation
Scheduling event
1. To schedule a Non-MOSES Registered Job Seeker simply use the
regular Job Seeker Scheduled Events window.

2. Click Participants.
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3. Check off the Non-MOSES Applicant Box.
Now all you need to fill out are the First Name, Last Name and Phone
Number fields.
Click OK and the customer is enrolled in the Event.

Note that this customer will not have a record of attending this event until
their MOSES registration is done and their attendance is added to their
record. That can be done by adding them to the event they attended (once
they are registered) or on the Event tab in the Job Seeker record.
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Browse the Job Bank
Overview
You can look at a list of Job Orders in MOSES without matching to a Job
Seeker’s particular preferences or skill set.
This is called browsing the Job Bank.
The only required information for browsing the Job Bank is either a job title
or city/town.
This results in a broad list of job orders.
The more preferences you set for your browse, such as Expected Pay,
Shift, and Duration, the more targeted or limited the resulting list of Job
Orders will be.
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To Browse the Job Bank by the City/Town List
1. Click Job Seeker on the MOSES main menu bar and select Job Bank
Browse.

2. To do a broad browse by City/Town, scroll down the City/Town List
on the Job Bank Browse window and select a city(s) or town(s) from
the list.

Cities and Towns are listed alphabetically.
From Abington to Yarmouth.
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3. Click the  button to move the selection(s) to the Selected City/Town
box.
To select or deselect the town or zone, either select it and click the
appropriate >> or << button, double click on the town or zone, or select it and
drag and drop the selection into the appropriate list.

Boston is divided into 19 areas.
In the example: Boston – Allston , Boston – Back Bay, etc.…
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The Use Map button displays a map of Massachusetts split up into 16
geographic areas, along with the five bordering states.
This list corresponds with the list in the City/Town List box.
This is an alternative way to select the cities and towns where the Job
Seeker is willing to work.
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Detail of one of the 16 area

You can click on the city or town on the map and add it to your list.

The green pyramid indicates that you have selected the town.
To deselect it, click on the city or town.
You can click the New Region
button to select a New Region
without leaving the Use Map window.
Click the Close button to return to the Job Bank Browse window.
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4. Click the Search Job Bank button on the Job Bank Browse window.
MOSES displays all of the jobs in the cities and towns selected,
regardless of job title.

If you would like to sort any of the columns by ascending or descending
order, simply right click the top cell of the column you would like to sort by,
click Sort and select Ascending or Descending
.

The flag icon
indicates that the Employer who listed that Job Order is a
federal contractor.

The key icon
indicates that the Employer has asked a career center to
list that Job Order as a Confidential Job Order.
That is that the employer is not identified on the posting and rather that the
career center be identified as the contact information.
Staff can view who the employer is in MOSES, but job seekers on JobQuest
will not see the company name.

The AJB icon
indicates that the Job Order comes from an alternative
job bank and has been downloaded into MOSES.
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5. Select the Job Order and click the Edit button or double click on the
Job Order to open to the actual Job Order window.

6. Click the Cancel button to return to the Matching Job Orders window.
7. Click the Close button to return to the Job Bank Browse window.
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To Browse the Job Bank Using the Occupation Title
and City/Town List
1. Type a job title in the Search By box.
For example, if the Job Seeker were looking for a job as a cook, you
would type cook in this box.
2. Click the Search button. A list of Occupation titles matching your
criteria in the Search By box is displayed.
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Your choice between searching by the Job Title or Job Skills or Job
Category radio buttons determines the type of list displayed in the data
window.
For example, using the Job Title: cook resulted in a list of different types of
cooks.
When you click on the “+” sign or double-click the occupation title, a list of
skills associated with that occupation title appears.
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If you had selected the Job Skills radio button and searched using the skill
“cook” the resulting list displays a brief description of the skills including
those letters / words.
When you click on the “+” sign or double-click the skills selection, a list of
occupation titles that may use that skill is displayed.
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3. Select an Occupation Title and click the  button to move it to the
Selected Job Titles/Skills box.

To select or deselect the occupation title or skill, either select it and click the
appropriate >> or << button, double click on the occupation title or skill, or
select it and drag and drop the selection into the appropriate list.
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4. Click the Search Job Bank button.
MOSES displays the Job Orders that match your new search.

You can continue to narrow your search by completing the remaining
preference details on the Job Browse Bank window.

You can also search by the Keyword field (in the Preferences section).
When you enter a descriptive word in the Keyword field, MOSES searches
for those letters in the Job Order, Job Title and Job Description fields.
For example, if you type “excel” in the Keyword field, the browse will bring
up any Job Order that has excel listed in the job description.
It would also bring up any Job Order that has excel as part of the job title,
such as Excel Spreadsheet Expert, Excel Spreadsheet Guru, etc.
It will also bring up any Job Orders that include “excel” as part of a job title or
job description, such as “excellent”.
Or if you type the word "cook", MOSES will bring up any Job Orders with
those letters listed in the job duties or job title.
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Create or Modify Job Matching Criteria for a Job
Seeker
Overview
The Match Criteria program is used to match a Job Seeker with a
suitable Job Order.
You and/or the Job Seeker enter the Match Criteria.
When Match Criteria is selected, this window contains two tabs,
Preferences and Skill Set.
Both must be completed to correctly match the Job Seeker with a Job
Order.
The information entered on these tabs creates the Match Criteria.
From the Job Seeker’s perspective, the more skills you can add to the
Match Criteria, the greater the chance you have of meeting an employer’s
requirements.
It is important that you record the Job Seeker’s highest level of education
when completing the Job Seeker information fields on the Full tab, General
Information sub tab, in the Education section.
This is because employers often request that job seekers have a
minimum/certain level of education.
The job match for a candidate’s education is done from the Full tab –
General Information sub tab.
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To Enter the Match Criteria for a Job Seeker
(Preference Tab)
1. Open a Job Seeker Membership record.
This record must have a Full Membership.
That is the Full tab – General Information sub tab , the recommended
fields must be filled out.
Job Match must have been selected (check off the Apply box) in the
Programs section on the Basic tab.
Both of these items must be completed before you can enter the
Match Criteria.

Notice that the Program Status for Job Match shows “Info. Incomplete” if
the Match Criteria has not been entered or updated.
Once the Match Criteria have been entered, the Program Status changes to
“Info. Complete-On”.
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2. Click the Match Criteria button on the opened Job Seeker’s record.
The Job Seeker Match Criteria window appears with the Preference
tab active, which is the MOSES default.
The left side of the window displays the geographic areas that can be
used to designate any Workforce Board + City/Town preferences.
The right side of the window displays the Availability tabs (1, 2 and 3),
which lets you enter up to three different sets of preferences for the
Job Seeker.
You can also access the Match Criteria button through the Job Seeker
Search Results window by selecting a Job Seeker Membership with the
icon, as long as the Job Match program has been previously done.
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3. Complete the following required
Availability 1.

Field Name

Required

fields on the Preference tab for

Action

Workforce
Board +
City/Town

Select the places where the Job Seeker would like to
work.
The list is organized by Workforce Boards.
Click the + sign or double click on the selection to
expand the Workforce Boards to show all the cities
and towns in that Workforce Board.
Highlight the choices and move them to the right
panel.
Highlight your choice and click the  button or and
drag and drop the selected cities and towns into the
Selected Towns/ Zones box.
(Double clicking does not work here because of the
tree structure.)
Better matches will occur with selected cities or towns.

Zones

In addition to selecting the Workforce Board +
City/Town, you can also select the Zone (bordering
out-of-state areas) where the Job Seeker is willing to
work.
Click the  button or select the Zone and drag and
drop the selected zone into the Selected
Towns/Zones box.
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Field Name

Required

Action

Use Map

You can also click the Use Map button to view a map
of Massachusetts split up into 16 Workforce Board
areas and the five bordering states.

No
Geographic
Preference

Check this box if the Job Seeker has No Geographic
Preference concerning work location.
Only click this if the Job Seeker is truly willing to travel
any distance or relocate to any place in
Massachusetts or the surrounding states for a job.
Choosing this option erases any city, town, SDA, or
zone previously selected.
It also disables the ability to choose any city or town.

Expected Pay



Type the minimum Expected Pay the Job Seeker will
accept. Keep in mind the minimum Wage.
You will get a pop-up alert if you request positions
below the minimum wage.

Pay Unit



Select Pay Unit from the dropdown list.

Duration



Select the Duration (length of employment) that the
Job Seeker is willing to work from the check boxes.
(The Job Seeker can choose more than one duration
but must choose at least one.)

Shift



Select the Shift that the Job Seeker is willing to work
from the check boxes.
(The Job Seeker can choose any number of shifts but
must choose at least one.)
Type any Comments regarding the Job Seeker’s
preferences that were not already entered on this
window.
These comments are for staff use and not used in the
Match Criteria.

Preference
Comment

Confidential
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Select:
Yes, if the job seeker does not want the employer on
JobQuest to see the job seekers name and contact
information.
No if the job seeker does want the employer on
JobQuest to see the job seekers name and contact
information.
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Although there are three Availability tabs, you are not required to complete
all three tabs.
However, in order to continue with this process, you must complete the
Availability 1 tab.
Click the Use Map button if you prefer an actual map of Massachusetts and
its sixteen Workforce Board areas and surrounding zones.
This is one of the easy ways to select the areas where a job seeker is willing
to travel for work.
Note the No Geographic Preference check box.
For customer that will go anywhere you can check the box off and it will give
all statewide job listings for the occupation selected.
In the Workforce Board + City / Town field the + icon in front of the Area if
clicked displays all cities and towns in that demographic area alphabetically.
This is handy if the customer is only interested in certain cities and towns in
their area.
To deselect the town or zone, either select it and click the  button, double
click on the town or zone, or select it and drag and drop the selection back
into the Workforce Board + City/Town or Zones boxes.
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Click on the Availability 2 and Availability 3 tabs to enter additional
preference sets, if desired.
These could be used if the Job Seeker was willing to work other shifts but
would only do so for a higher salary.
Another example is if the Job Seeker was willing to work in a geographic
location that is different from the location(s) listed in the Availability 1 tab,
but at a different salary.

You can click the Clear All button to clear all the information that you
entered.
The Clear All button is only available on the Availability 2 and Availability
3 tabs.
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To Enter the Match Criteria for a Job Seeker
(Skill Set Tab)
1. Click the Skill Set tab.
The Skill Set tab on the Job Seeker’s Programs window has five sub
tabs: Job Title, Skills, Common, Industry and Summary.
MOSES defaults to the Job Title sub tab.
These tabs are used to set up the Match Criteria for the Job Seeker’s
Skill Set.
Note that the window is no longer focused on geographic preferences or pay,
duration and shift preferences.
The focus is now on selecting the Job Seeker’s information pertaining to Job
Title and Skills.
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2. MOSES defaults to the Job Title tab.
3. Under Job Title enter the job that you are looking for.

Your choice between searching by the Job Title or Job Skills radio buttons
determines the type of list displayed in the Search By box.
For example, a Job Title search using the word “cook” resulted in
occupations with that word in their occupation title.
When you click on the “+” sign or double-click on the occupation title, a list of
skills associated with that occupation appears.
If you had selected the Job Skills radio button and searched using the skill,
cook, the resulting list displays the skills that have the letters “cook” in the
skill description. When you click on the “+” sign or double-click the
selection, a list of occupations associated with that skill is displayed.
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4. Select a Job Title from the list.
5. Click the  button to move the Job Title to the Selected Job Titles box
or drag and drop the selection into the box.

To deselect an occupation, select that occupation from the Selected Job
Titles box and click the  button, double click on the occupation, or select
the occupation and drag and drop the selection into the Search By box.
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6. Click the  button to move the Job Title to the Selected Job Titles box
or drag and drop the selection into the box.
7. Please note that you can ONLY move Job Titles over to the Selected
Job Titles box.
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8. Click the Skills sub tab.
The Available Skills data window displays the skills associated with
the Job Title(s) chosen on the Job Title tab.
In this example, the skills associated with the occupation “Chefs and
Head Cooks and Cooks” are displayed.

9. Select all the skills that apply to the Job Seeker and click the  button
to move each skill to the Selected Skills box.
Job Match may be more successful when skills are selected for the Job
Seeker.
Job Seekers will receive a higher ranking if their listed skills match the skills
listed by the Employer on the Job Order.
This means they will appear near the top of the match results.

Remember you can use Microsoft tools like holding the Shift key down and
selecting two skills, everything in-between these skills will be selected.
Or using the CTRL key, hold it down, this allows you to click on and select
the specific skills you want.
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10. Click the Common sub tab.
Notice that there are two additional sub tabs associated with the
Common sub tab: Computer Skills and Languages.

11. Select the Computer skills that apply to the Job Seeker and click the
 button to move each skill to the Selected Common Skills box.
Skills listed on the Computer skills sub tab are generic.
The specific program names and equipment lists are examples only.
Enter the details of the Job Seeker’s exact computer hardware and software
skills in the Work Experience and Education tabs.
You can also list them in the Other Skills note box on the Summary sub tab
for Match Criteria.
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12. Select the Languages sub tab.

13. Select the languages that the Job Seeker speaks and click the 
button to move each skill to the Selected Common Skills box.
Now the Selected Common Skills box includes Computer Skills and
Languages.
MOSES assumes English as a viable language for all Job Seekers when
running the match.
If an Employer requires any language other than English and lists it on the
Mandatory Skills tab of the Job Order, only Job Seekers with that language
skill listed will be matched.
If an Employer requires any specific education level and lists it on the
Mandatory Skills tab of the Job Order, only Job Seekers that meet or
exceed that education level will be matched.
The education level comes from the Job Seeker Membership - Full tab.
If an Employer requires a minimum age, in accordance with state and
federal laws, and lists it on the Job Specifications tab of the Job Order,
only Job Seekers with that meet or exceed that age will be matched.
This comes from the date of birth entry on the Job Seeker Membership
Basic tab.
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14. Click the Industry sub tab.

15. Click on the drop-down arrow in the Industry group box and select an
industry.
Note the choices in the Associated Industries area.
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16. Highlight the Associated Industries where you want to work and
move it to the box on the right of the screen by clicking the  button to
move each associated industry to the right. You can also drag and
drop or double click on your selection.
This is an optional sub tab.

The choices on the Industry drop down list are equivalent to the NAICS
Sector.
The choices in the Associated Industries group box are equivalent to the
NAICS Subsector for the broad industry group chosen.
[NAICS = North American Industry Classification System]
This is helpful for those customers who would like to work in a specific
industry, like hospitals.
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17. Continue this process until all the Associated Industries where the
Customer wants to work are listed to the right.
This is an optional sub tab.
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18. Click the Summary sub tab.

19. Complete the following Selected Job Titles information.
Field Name

Required Action

Description

Moses pre-fills this with the selected Job
Title.

Certified

Check this box if the Job Seeker has a
national, state certification, license or
registration in that occupation.

Mths. Exp.
(Months
Experience)

Enter the Job Seeker’s months of
experience.
This can assist in better referrals to jobs.

Match

Keep this box Checked if the Job Title should
be used in the Job Match.
Make sure you enter the months of experience on the Summary sub tab.
This helps the Job Seeker match to the Job Order if the Employer required a
minimum number of months of experience.
Listing the number of months may improve a Job Seeker’s probability of
matching the Job Orders.
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20. Scroll through the list in the Selected Skills box to review the skills
that the Job Seeker selected.

21. Complete the following General Skills information, if applicable.

Field Name

Required Action

Typing
Speed
(w.p.m.)

Type the Job Seeker’s word per minute
(w.p.m.) typing speed.

Driver’s
License

Select the type of Driver’s License from the
dropdown list.

22. Type in any other skills in the Other Skills box that the Job Seeker
has.

For example:
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23. Click the OK button and Yes button to save the changes.
The Job Seeker Basic tab window reappears.

24. The Job Seeker membership now has an

icon.

This indicates that the Job Seeker is qualified for Job Matching.
Note the Program Status is Info. Complete – On .
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Run Job Matching for a Job Seeker
Overview
You can match a qualified Job Seeker with an open Job Order by running
a job match in MOSES.
Job matching finds all open Job Orders in MOSES that match the Job
Seeker’s Match Criteria.
To qualify for Job Matching, the Job Seeker must meet the following:
(1) register as a Full member,
(2) choose to participate in the Job Match Program, and
(3) complete the Match Criteria.

When the Job Seeker is registered and is qualified for Job Matching, an
icon appears on his/her membership.
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To Match a Job Seeker with Matching Job Orders
1. Select the Job Seeker’s name in the Search Results window.

If there are any Missing Field alerts, the Run Match button will be disabled
(grayed out) until you resolve the alerts.

2. Click the Run Match button to initiate the match.
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3. A “Filter Criteria” box will appear that can be used to limit search
results to a specific industry or to how recently a job order was created
or modified.

4. You can select a specific industry from the Industry drop down box.
Once you have selected an industry, you can add it, or any associated
industries to the Matching Filter Criteria field, by highlighting your
selections(s) and clicking the  button.
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5. Click the Filter Criteria drop down box.
Here you can choose to retrieve job matches from all open job orders,
or job orders created or modified within the last 7, 15, or 30 days.

6. Click on the OK button to run the match.
If no Filter Criteria, time frame, is selected,
MOSES defaults to all open jobs in the selected criteria.

If Associated Industries were selected in the saved Match Criteria, you
can delete these from your list. This will not affect the saved Match Criteria.

If no Associated Industries were selected in the saved Match Criteria, you
can add these to your list.
This will not affect the saved Match Criteria.

7. Any Job Orders that match the Job Seeker’s Match Criteria appear in
the Match Results for Job Seeker window.
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If there are no job matches for the Job Seeker, a pop-up message box
appears indicating that there are no job matches.
You should review the match criteria to see if there are additional items that
can be added.
You can do this by adding Job Titles from the same Job Title family /
Cluster, expanding the Job Seeker’s skills to include skills other than those
associated with the Job Title, or expanding the Job Seeker’s preferences
regarding pay, shift, location.
(In addition, ensure that the months of experience are completed on the
summary tab, etc.)

If there are no job matches for the Job Seeker, a pop-up message box
appears indicating that there are no job matches.
You should review the match criteria to see if you should delete / remove
some of the match criteria.
Some criteria like languages can reduce a list of jobs to none.
So rather than expand the criteria reduce it and create a larger and more
expansive search.
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If there are no job matches for the Job Seeker, a pop-up message box
appears indicating that there are no job matches.
Click on the More Matches button. This expands the search criteria.
If too many matches appear for the Job Seeker, click on the Fewer Matches
button to tighten the match criteria.
Keep in mind the More Matches button expands the demographic area and
job title cluster.
So, for example, if you were just looking for Chef / Head cook a More
Matches would add all the type of Cooks to the list. A city or town would
become a Workforce board area.
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8. Select the Job Order you want to use.
9. To view the actual Job Order in the Match Results for Job Seeker
window, double click on the Job Order, or select it and click on the Edit
button.
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To see this Job Order in Microsoft Word, click the View Details button.
MOSES loads the Job Order Details into a Word document.
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10. if the Job Seeker requests directions, click the Driving Directions
button to open the browser for Google Maps.

11. To print the directions to the company for the Job Seeker, use the print
option on Google Maps.
These directions are from your customers address in MOSES to the
employer’s address in the Job Order.
12. Click the Close button to return to the Match Results for Job Seeker
window.
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13. If NO matches result, you can search closed Job Orders by clicking on
the JD Match button to obtain a list of Employers who posted similar
jobs in the past.
No active Job Order exists, but you can call the Employer to see if
there is any interest in this Job Seeker.
This button only is active in the Match Results for Job Seeker
window when there are no results.
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This chart details the match algorithm.
Criteria Used

Location on Job Seeker /
Match Criteria

Run
Match

More
Less
Matches Matches

Job Match
Status

Programs, Job Match, Basic

Yes

Yes

Yes

Job Title (at
least one)

Job Title, Skill Set

Yes

Job
Category

Yes

Experience

Job Title, Summary

Yes

No

Yes

Education LevelEducation, Highest Degree, Full

Yes

No

Yes

Pay

Pay, Preferences, Availability 1,2,
+/or 3

Yes

No

Yes

Minimum Age

General Information, Date of Birth,
Basic

Yes

Yes

Yes

Shift

Shift, Preferences, Availability 1,2,
+/or 3

Yes

No

Yes

Duration

Duration, Preferences, Availability
1,2, +/or 3

Yes

No

Yes

Location

Selected Towns/Zone,
Preferences, Availability 1,2, +/or
3
Skills or Common, Skill Set

Yes

No

Yes

Scored

Scored

Scored

Yes

Yes

Yes

Scored

Scored

Scored

Drivers License General Skills, Skill Set, Summary

No

No

Yes

Typing Speed General Skills, Skill Set, Summary

No

No

Yes

Mandatory
Skills

Mandatory Education and/or
Language
Desired Skills

Skills or Common, Skill Set
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Record Delivery of Employment Services
Overview
The Employment sub tab of the Services tab on the Job Seeker
Membership window is used to track activity related to employment.
This sub tab records employment-related activities and services, such as
call-ins, referrals, placement to a job, and follow up.
There are four ways to record that the job seeker has found a job.
1. If the placement is the result of a Job Referral – Staff, the
result of a match and referral on an existing job order, you can
edit the Service Result to Hired.
2. If the placement is the result of a Job Development Referral
you can edit the Service Result to Hired.
The Job Development Referral process allows staff to refer job
seekers to Employers that do not have an open job order in
MOSES.
In addition, upon a Hire, MOSES will automatically create a Job
Order for this placement since the job was developed by the
staff member.
So, the office gets credit for creating the job and filling the
position.
3. If there was no referral, you can use Obtained Employment
when your career center has provided services during the past
90 days to the job seeker.
4. If there was no referral, you can use Found Employment, and
select the appropriate Service Result from the dropdown list.
There are other Employment Service Categories listed.
Some are used by specific agencies or departments.
For example, Pre-Layoff Placement is traditionally used by the Rapid
Response unit.
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To Record a Job Seeker Referral
1. Open the Job Seeker Membership window for the job seeker.

2. Click the Services tab.
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3. Click the Employment sub tab. MOSES displays the following
window:

4. Click the Add button to display the Employment Services Detail
window.
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3. Enter information into the following fields on the Employment
Services Detail window:

This window will expand to show additional fields when certain Service Type
and Service Result are selected.
Depending on the Service Type and Service Result chosen, the following
fields may or may not appear on the expanded window based upon the
Service Type selected.

Field Name

Required

Service Date



Last Update
Date

Action
MOSES fills this field with the current date. You can
backdate the referral to the proper date.
MOSES fills this field with the last date that the
service was updated.

Career Center



MOSES fills this field with your Career Center.
(Change this ID to record where the service was
provided.)

Staff ID



MOSES fills this field with your Staff ID. (Change this
ID to give credit to person that provided the service.)

Description
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Field Name

Required

Service Type



Action
Select one of the following service types from the
dropdown list:
Pre-Layoff Placement, use for a placement that is
secured for a job seeker before a layoff from their
current job has occurred.
Call-In, use to review a job order with a job seeker
before making a referral. This is a way of notating
the customer has been informed of the job.
Found Employment, use when a job seeker found
their own employment with no assistance in the last
90 days from the career center.
Job Development Referral, use when you are
referring the job seeker to an employer but there is
not a current job order that fits the job seeker.
Job Referral - Staff, use for normal referrals to job
orders posted on MOSES. You need the Job order
number to enter the referral.
Pending, This is the initial entry before you change it.
Not Referred, use to indicate that the employer did
not select the referred job seeker or the job seeker is
not being referred to the position for a specific
reason..
Obtained Employment, use when a job seeker
found their own employment with credible assistance
in the last 90 days from the career center.

Service Result



Select the Service Result from the dropdown list.
The selections displayed will vary, depending upon
which Category you have selected.
Appendix C lists the various services available by
Service Type.

Job Order #

Type the job order number that refers to the call-in,
referral, or placement.
MOSES displays this required field only when you
select Call-In, Job Referral - Staff, or Not Referred
from the Service Result above.

Employer ID

Type the Employer ID for the employer to whom you
referred the job seeker.
MOSES displays this field only when you select Job
Development Referral in the field above.
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4. Click the OK button to return to the Employment sub tab.

5. Click the OK button and the Yes button to save changes. This returns
you to the Job Seeker Search window.

Note: Some Service Results may be Hired, others may be Pending,
meaning they are awaiting an employment decision.
The Service Result will dictate what is in the drop-menu.
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To Record That a Job Seeker Started Employment
1. Open the Job Seeker Membership window for the job seeker.

2. Click the Services tab.
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3. Click the Employment sub tab.

4. Select the referral on the Services list that led to the placement. Then
click the Edit button.
5. Select Hired from the Service Result dropdown list.
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6. The Employment Services Detail window opens up.

The additional parts of the Employment Services Detail window only
appear if you selected Obtained Employment, Found Employment, or
indicated a service result of Hired when the Service Category is either Job
Referral - Staff or Job Development Referral.
The fields required vary depending on the programs where the job seeker is
enrolled.

The preferred placement is to select Hired as the Service Result of a Job
Referral-Staff or Job Development Referral.
The next preferred placement is Obtained Employment.
The least ideal is Found Employment.
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7. Type information into the following fields on the Employment
Services Detail window:

Field Name
Employer
Name

Required
if not
referencing
a job order
number

Action
Type the name of the employer who has
hired this job seeker.
MOSES will fill this field if you reference a
job order number.

Job Title

 if not
referencing
a job order
number

Type the job title for the newly hired job
seeker.
MOSES will fill this field if you reference a
job order number.

Pay ($)

 if not
referencing
a job order
number

Type how much the job pays for the newly
hired job seeker.
MOSES will fill this field if you reference a
job order number.
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Field Name
Start Date

Required
Action
 if not
Enter the date when the job seeker started
referencing work.
a job order
number

Expected
Duration

 if not
Select the proper length for this job.
referencing MOSES will fill this field if you reference a
a job order job order number.
number

Phone
Number

Type the telephone number of the employer
who has hired this job seeker.
MOSES will fill this field if you reference a
job order number.

Benefits

 if not
Select the Benefits from the dropdown list
referencing that the job seeker will receive on this job.
a job order
number

Pay Unit



End Date

Select the applicable Pay Unit from the
dropdown list.
MOSES will fill this field if you reference a
job order number.
End the date when the job seeker ended
work on this placement.

Hours/Week

 if not
referencing
a job order
number

Type the number of hours per week that the
job seeker is working.
MOSES will fill this field if you reference a
job order number.

NAICS

 if not
referencing
a job order
number

Type the North American Industry
Classification System number for the
employer hiring the job seeker.
If you do not know the NAICS number, use
the fields below to select an appropriate
number.
MOSES will fill this field if you reference a
job order number.
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Field Name
NAICS Sector

Required
 if not
referencing
a job order
number

Action
Select the appropriate NAICS Sector from
the dropdown list.
MOSES will fill this field if you reference a
job order number.

NAICS
Subsector

 if not
referencing
a job order
number

Select the appropriate NAICS Subsector
from the dropdown list.
MOSES will fill this field if you reference a
job order number.

NAICS
Industry
Group

 if not
referencing
a job order
number

Select the appropriate NAICS Industry
Group from the dropdown list.
MOSES will fill this field if you reference a
job order number.

NAICS
Industry

 if not
referencing
a job order
number

Select the appropriate NAICS Industry from
the dropdown list.
MOSES will fill this field if you reference a
job order number.

NAICS
U.S. Industry

 if not
referencing
a job order
number

Select the appropriate NAICS U.S. Industry
from the dropdown list.
(If available.)
MOSES will fill this field if you reference a
job order number.

Employer
Address

 if not
referencing
a job order
number

Type the address where the job seeker will
be working.
MOSES will fill this field if you reference a
job order number.

(blank line)

You can use this field for additional address
information such as a Suite Number.
MOSES will fill this field if you reference a
job order number.

Zip

 if not
referencing
a job order
number

Type the zip code where the job seeker will
be working.
MOSES will fill this field if you reference a
job order number.

City

 if not
referencing
a job order
number

Type the city where the job seeker will be
working.
MOSES will fill this field if you reference a
job order number.
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Field Name
State

Required
 if not
referencing
a job order
number

Action
Type the state where the job seeker will be
working.
MOSES will fill this field if you reference a
job order number.

Occupational
Code

 if not
referencing
a job order
number

Type the Occupational Code for the
specified job.
If it is not known, use the Occupational
Search button to locate the code.
MOSES will fill this field if you reference a
job order number.

Training
Related

for some
programs,
otherwise
optional

Indicate if the job relates to any training
received.

NonTraditional

MOSES pre-fills this field based upon the
Occupational Code you selected above and
the job seeker’s gender.
Non-traditional relates to whether a male or
female job seeker has been placed in a
“non-traditional” job.
For example, a male job seeker has been
placed in a job that traditionally has less
than 25% of its employee population as
male, or a female job seeker has been
placed in a job that traditionally has less
than 25% of its employee population as
female.

Sector
Designation

Indicate that the employer is either public
sector or private sector.

UI System
Employer

for Some
programs,
otherwise
optional

Verified

for Some Indicate whether or not staff has verified the
programs, job placement information.
otherwise
optional
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Field Name
How did the
Job Seeker
learn about
this job?

Required

Action
Select the appropriate resource from the
dropdown list.

8. Click the OK button to return to the Employment sub tab.
This posts the information to your view of MOSES; it does not save it
on the database.

9. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Search window and this placement
is saved / recorded.
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To Record a Follow Up on a Job Placement
This section describes how to post an employment follow up for a job
seeker who has gone to work. When you select the Follow Up button the
Employment Services Detail window appears displaying all of the
original placement information.
1. Open the Job Seeker Membership.

2. Click the Services tab.
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3. Click the Employment sub tab.

4. Select the Service Result – Hired that you want for the job seeker and
click the Follow Up button. (Note it will appear when you select the
Hired.)
The Employment Services Detail window appears.
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Note the Service Type and Service Results are different.
Service Type list the month of the Follow Up, the Service Result whether
they are Employed or not employed.

5. Choose the proper month for follow-up from the Service Type
dropdown list. (Or Quarter After Exit if desired.)
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Note the Service Type and Service Results are different.
Service Type list the month of the Follow Up, the Service Result whether
they are Employed or Not Employed.

6. Select Employed or Not Employed from the Service Result
dropdown list.
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7. Review all of the employment information and make any changes /
updates as necessary.
For example, if their pay has changed or employer.

Make any Employment Details updates here.
If their Employer has changed update it here. (Use Employer Search.)
If their Job Title has changed update it here.
If their Pay has changed update it here.
If their Hours/Week has changed update it here.
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8. Click the OK button to return to the Employment sub tab.
The Follow-Up has only been posted to your view of MOSES. It has
not yet been saved to the MOSES database.

9. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Search window. And saves the
follow up service.

MOSES 101 Manual

May 2020

235

JobQuest and Employment Services / MOSES
The Employment Services tab is also a location where some JobQuest
interactions are recorded.
As customers view and evaluate job postings on JobQuest these activities
are tracked on the Employment tab.
Employers in listing jobs online can assess candidates online and post
their interest in these candidates in the employer’s job posting and in the
job seekers record.
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1. Open the Job Seeker record of the Customer.

2. Click the Employment sub tab on the Services tab.
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Common Employment Services
Job Quest Transactions
INETSELF is the staff ID associated with JobQuest interactions.

Example of a transaction data entry with a Customer saving a Job posting to
their interested / “favorites” list.

Example of a transaction data entry with a Customer NOT saving a Job
posting to their interested / “favorites” list.

Example of a transaction data entry with an Employer saving a Job posting
to their interested / “favorites” list.
This is how it looks in the Job Seekers record / Employment Services tab.

Example of a transaction data entry with an Employer NOT saving a Job
posting to their interested / “favorites” list.
This is how it looks in the Job Seekers record / Employment Services tab.
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The Job Seeker Referral Process in MOSES
Advanced / Re-Cap
JOB SEEKER REFERRAL IN A JOB ORDER PROCESS FOR
STAFF
A job seeker must be vetted before being referred to a business for a
position, and, since confirmation of an employer application completion is
required prior to adding the Job Referral – Staff/Pending service, it is
important for career center staff to have the ability to track job seekers that
have been vetted, but have not yet confirmed their application for the
position.
To put a Job Seeker referral directly into the Job Order, follow the data
entry process below.
1. Search for the Employer Membership.
2. Click on the Job Order button on the bottom of the screen.
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3. Select the Job Order you wish to edit.

4. Open the Job Order.
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5. Click on the Selected Job Seekers tab.

6. Click on the Add button.
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7. Enter the Job Seeker ID or Social Security number of the Job Seeker
being referred.

8. Select the Action desired. Job Referral – Staff or Call-In/PreReferral.

Job Referral – Staff is used when the Job Seeker has satisfied the
application requirements and has applied for the job. This candidate is fully
vetted by career center/agency staff.
Call-In/Pre-Referral is used when the Job Seeker has been notified of the
job posting and is considering it. But has not satisfied the application process
and/or been vetted completely.
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9. Below is an example of a Job Referral – Pending.

NOTE: The referral can be backdated up to the staffs back dating MOSES
rights.
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10. Below is an example of a Call-In/Pre-Referral entry.
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JOB SEEKER REFERRAL PROCESS IN THE JOB SEEKER
RECORD
Call-In/Pre-Referral Contact Service
A job seeker must be vetted before being referred to a business for a
position, and, since confirmation of an employer application completion is
required prior to adding the Job Referral – Staff/Pending service, it is
important for career center staff to have the ability to track job seekers that
have been vetted, but have not yet confirmed their application for the
position.

At the point at which a job seeker has been vetted; that is, screened and
met the requirements for the position, resume reviewed and provided the
employer’s application instructions given to the job seeker, staff may enter
the new service of Call-in/ Pre-Referral Contact with service result
Vetted/Pending Application Confirmation.
Using this approach, staff will easily be able to see which of their caseload
have been referred to the position after being vetted, but still are awaiting
the application completion confirmation.
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Job Order –Selected Job Seekers Tab

Service Type:
Call-In/Pre-Referral
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Service Result:
Vetted/Pending
Application Confirmation
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Job Seeker Services/Employment Tab
After the Call-in – Vetted service is added.
Note that it is blue bold.
Job Order screen
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Job Seeker record, Employment tab

Click Edit.
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Employment Services Detail the Service Result can be updated.
At this point the job seeker has been vetted; that is, screened and met
requirements for the position, resume reviewed and provided the employer’s
application instructions, staff may enter the new Service Type of Callin/Pre-Referral Contact with a Service Result: Vetted/Pending
Application Confirmation. NOTE: this is a Blue Service.
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The Job Order it will look like this:

Once confirmation of the application is received/sent to the employer, staff may
change the Call-In/Pre-Referral Contact Service Type to Job Referral – Staff

NOTE: there is another Service Type: Not Referred. To be used when
needed.
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Once changed, you will see two Service Type entries in the Job Order for the
same Job Seeker. One is the Call-In/Pre-Referral Service Type. The second
Service Type will be the Job Referral- Staff.

The service result will default to Pending.
NOTE This means that you have confirmed that the application was
submitted to the employer.
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The Service Result drop menu:

This is how it will look in the Job Seeker – Employment Services tab.
Note both Service Results are in blue.
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Overview / Summary
OUTREACH TO CUSTOMER REGARDING A JOB ORDER
POSSIBLE CONTACT METHODS:
1. Staff locates a MOSES job order that is suitable for a customer
2. Staff reviews a job match and outreaches to a customer(s) regarding a MOSES job order
3. A job seeker in the resource room asks about a MOSES job order
SERVICE TYPE: CALL-IN/PRE-REFERRAL
SERVICE RESULT: PENDING

INCOMPLETE VETTING OF A JOB SEEKER FOR A JOB ORDER
1. Staff Member meets with a customer and finds a suitable MOSES job order (also could
be a phone discussion)
2. Staff Member has a discussion regarding the qualifications for the position
3. Staff Member reviews the resume and determines the customer is a good fit
4. Staff Member informs the customer how to apply for the position (per the employer’s
instructions)
5. But customer has not yet completed the application
SERVICE TYPE: CALL-IN/PRE-REFERRAL
SERVICE RESULT: VETTED/PENDING APPLICATION CONFIRMATION

FULL VETTING OF A JOB SEEKER FOR A JOB ORDER
1. Staff Member meets with a customer and finds a suitable MOSES job order (also could
be a phone discussion)
2. Staff Member has a discussion regarding the qualifications for the position
3. Staff Member reviews the resume and determines the customer is a good fit
4. Staff Member informs the customer how to apply for the position (per the employer’s
instructions)
5. Customer completes the application process
SERVICE TYPE: JOB REFERRAL- STAFF
SERVICE RESULT: PENDING - APPLICATION CONFIRMED
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ENTERED EMPLOYMENT IN MOSES
To record that a Job Seeker started employment in the Job
Seeker record
1. Open the Job Seeker Membership window for the job seeker.

2. Click the Services tab – Employment sub tab.
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3. Select the Job Referral – Staff on the Services list that led to the placement.
Then click the Edit button.
4. Select Hired from the Service Result dropdown list.

Service Result drop menu:

The Service Result is to select Hired as the service result of the Job
Referral-Staff.
Note there are other Service Results you can use. Use them when
applicable.
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5. Type information into the following fields on the Employment Services Detail
window:

Field Name
Employer
Name

Required
if not
referencing
a job order
number

Job Title

 if not
Type the job title for the newly hired job
referencing seeker. MOSES will fill this field if you
a job order reference a job order number.
number

Pay ($)

 if not
referencing
a job order
number

Type how much the job pays for the newly
hired job seeker. MOSES will fill this field if
you reference a job order number. Be sure
to verify the actual starting pay.

Start Date

 if not

Enter the date when the job seeker started
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Action
Type the name of the employer who has
hired this job seeker. MOSES will fill this
field if you reference a job order number.
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Field Name

Expected
Duration

Required
referencing
a job order
number
 if not
referencing
a job order
number

Phone
Number

Action
work.

Select the proper length for this job.
MOSES will fill this field if you reference a
job order number.

Type the telephone number of the employer
who has hired this job seeker. MOSES will
fill this field if you reference a job order
number.

Benefits

 if not
Select the Benefits from the dropdown list
referencing that the job seeker will receive on this job.
a job order
number

Pay Unit



End Date

Select the applicable Pay Unit from the
dropdown list. MOSES will fill this field if
you reference a job order number.
End the date when the job seeker ended
work on this placement.

Hours/Week

 if not
Type the number of hours per week that the
referencing job seeker is working. MOSES will fill this
a job order field if you reference a job order number.
number

Union



Indicate whether the position is a union
position: Yes or No.

Apprenticesh
ip



Indicate whether the position is an
apprenticeship position: Yes or No.

Incumbent
Worker



Indicate whether the position is an
incumbent worker position: Yes or No.
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NAICS

 if not
referencing
a job order
number

Type the North American Industry
Classification System number for the
employer hiring the job seeker. If you do
not know the NAICS number, use the fields
below to select an appropriate number.
MOSES will fill this field if you reference a
job order number.

NAICS Sector

 if not
Select the appropriate NAICS Sector from
referencing the dropdown list. MOSES will fill this field if
a job order you reference a job order number.
number

NAICS
Subsector

 if not
Select the appropriate NAICS Subsector
referencing from the dropdown list. MOSES will fill this
a job order field if you reference a job order number.
number

NAICS
Industry
Group

 if not
referencing
a job order
number

NAICS
Industry

 if not
Select the appropriate NAICS Industry from
referencing the dropdown list. MOSES will fill this field if
a job order you reference a job order number.
number

NAICS
U.S. Industry

 if not
referencing
a job order
number

Employer
Address

 if not
Type the address where the job seeker will
referencing be working. MOSES will fill this field if you
a job order reference a job order number.
number
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Select the appropriate NAICS Industry
Group from the dropdown list. MOSES will
fill this field if you reference a job order
number.

Select the appropriate NAICS U.S. Industry
from the dropdown list. (If available.)
MOSES will fill this field if you reference a
job order number.
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(blank line)

You can use this field for additional address
information such as a Suite Number.
MOSES will fill this field if you reference a
job order number.

Zip

 if not
Type the zip code where the job seeker will
referencing be working. MOSES will fill this field if you
a job order reference a job order number.
number

City

 if not
Type the city where the job seeker will be
referencing working. MOSES will fill this field if you
a job order reference a job order number.
number

State

 if not
Type the state where the job seeker will be
referencing working. MOSES will fill this field if you
a job order reference a job order number.
number

Occupational
Code

 if not
referencing
a job order
number

Training
Related

for some
programs,
otherwise
optional

NonTraditional
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Type the Occupational Code for the
specified job. If it is not known, use the
Occupational Search button to locate the
code. MOSES will fill this field if you
reference a job order number.
Indicate if the job relates to any training
received.

MOSES pre-fills this field based upon the
Occupational Code you selected above and
the job seeker’s gender. Non-traditional
relates to whether a male or female job
seeker has been placed in a “nontraditional” job. For example, a male job
seeker has been placed in a job that
traditionally has less than 25% of its
employee population as male, or a female
job seeker has been placed in a job that
traditionally has less than 25% of its
employee population as female.
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Sector
Designation

Indicate that the employer is either public
sector or private sector.

UI System
Employer

for Some
programs,
otherwise
optional

Verified

for Some Indicate whether or not staff has verified the
programs, job placement information.
otherwise
optional

Indicate if employees can collect
Unemployment Insurance benefits, if
qualified. (Almost all employers are UI
employers.)

Verification
Details

Enter who verified the job and how it was
done.

How did the
Job Seeker
learn about
this job?

Select the appropriate resource from the
dropdown list.

6. Click the OK button to return to the Employment sub tab.
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7. Click the OK button and the Yes button to save changes.
This is how the entered employment will look in the Job Order.
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TO RECORD THAT A JOB SEEKER STARTED EMPLOYMENT IN
THE JOB ORDER
1. Open the Employer record.

2. Click the Job Order button.
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Select the Job Order that has the placement. Then click the Edit button.

3. Go to the Selected Job Seekers sub tab.
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4. Highlight the Job Seeker that has been hired.

5. Click on the Pending drop menu of the Service Result column.
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The Service Result is to select Hired as the service result of the Job
Referral-Staff in the Job Order.

6. Enter the information in the Employment Services Detail screen.

MOSES 101 Manual

May 2020

265

The Job Order with the placement
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Administration
Overview
The ADMINISTRATION feature on the MOSES main menu bar is a short cut to
quickly manage your MOSES account or to assist a Job Seeker with their
MassHire Job Quest account.
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To Change Your Password
1. Click Administration on the MOSES main menu bar and select Change
Staff Password.

The Change Staff Password window appears.

2.

Type your new password in the New Password box and press the Tab key.

3.

Retype your new password in the Confirm New Password box to confirm your new
password.
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4.

Click the OK button. You are now logged on to MOSES with your new password.

5.

If you get locked out of MOSES, your Career Center coordinator or other Career
Center staff with the proper security level can unlock your Staff account.
MOSES will prompt you to change your password every 90 days.
You should change your password at that time.
You are allowed three opportunities to change your password. (This prompt
is your first chance.)
If you do not change your password within these three opportunities, you will
be locked out of MOSES.
You cannot use the same password again for eight changes/cycles.
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To Change Your Career Center
1. Click Administration on the MOSES main menu bar and select Change
Career Center.

The Your Career Centers window appears.
(If you are only assigned to one career center, only one career center will appear.)

2.

Select the Career Center you will be working at.
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3.

Click the OK button.

You are now logged on to MOSES with your new Career Center.
The new Career Center should show up in the Title bar after your MOSES id.

You can change your Career Center in MOSES anytime. So, if you forget to
enter a service from another Career Center, just change your Career Center,
enter the service and log back in to your current office.
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To Change a MassHire Job Quest (MJQ) Password
1. Click on Job Seeker search on the MOSES main menu bar and locate Job
Seeker. Highlight the Job Seeker you want.

2. Click Administration on the MOSES main menu bar and select Change
MJQ Password.
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3.

The Reset MJQ Password window appears.

It will ask “Are you sure you want to reset (Name’s) password?”

4.

Click the OK button.

5. The Reset MJQ Password window pops back up.
Job Seeker’s password was successfully reset to #### window appears.

6. Click the OK button.
The Job Seekers MassHire JobQuest password has been reset.
Note: When they log into MassHire JobQuest using this password they will
be required to create a new password.
This “pin number” is a temporary password.

The Change MJQ Password function besides creating a temporary
password, it also unlocks the customer’s account.
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Go To
Overview
The Go To feature on the MOSES main menu bar is a short cut to quickly look
up Job Seekers, Employers and Job Orders.

There are four additional ways to retrieve information within MOSES.
•

If the Job Seeker ID number is known.

•

If the Job Seeker Social Security Number is known.

•

If the Employer ID Number is known.

•

If the Job Order number is known

This is the only way to look up job orders in MOSES.

The Job Seeker – ID, Job Seeker- SSN and the Employer Go To features
are redundant to using the Main tool bar searches.

MOSES 101 Manual

May 2020

274

To Search for a Job Seeker Record
GoTo Job Seeker - ID
1. Click the Go To feature on the MOSES main menu bar.

2. Select Job Seeker - ID on the drop-down list.

3. Enter the Job Seeker ID number, then click the OK button.
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4. This will bring you to the Basic Tab of the Job Seeker membership.
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To Search for a Job Seeker Record
GoTo Job Seeker - SSN
1. Select Job Seeker - SSN on the drop-down list.

2. Enter the Job Seeker social security number, then click the OK button. (
This brings you to the Basic Tab of the Job Seeker membership.
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To Search for an Employer Record
1. Select Employer on the drop-down list.

2. Enter the Employer ID number, then click the OK button.
This will bring you to the General Information tab of the Employer Record.
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To Search for a Job Order
1. Select Job Order on the drop-down list.

2. Enter the Employer Job Order number, then click the OK button.
This will bring you to the Job Specification tab of the Employer Job Order.
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Window
Overview
The Window feature on the MOSES main menu bar can be used to view
multiple MOSES records at the same time.

The feature allows the user to:
•

Arrange all of the open records to view.

•

Close all of the open records.

•

Close all except front record.

•

Move from one open record to another.
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To View more than one open record at a time
1. Click the Window feature on the MOSES main menu bar.

You can toggle between records by placing the check mark next to the
record that you are interested in viewing.

A list of all open records will appear when clicking on the Window feature.
They are displayed on the bottom half of the drop-down menu.
A check mark indicates which record you are currently in.
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2. Select Arrange All on the drop-down list.

3. It will display all of the MOSES records that are open on your
computer.
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To Close open records
1. Select Close All to close all of the open MOSES records on your
computer.
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To Close All Except Front
1. Select Close All Except Front to close all of the open MOSES
records on your computer except for the record that is designated with
the check mark (the front record).

2. Close All Except Front will leave only one record open.
The record can be re-adjusted to full screen size by using the maximize
button at the top right corner of the record.
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Help
Overview
The Help feature on the MOSES main menu bar can be used to answer
technical “how to” questions as well as provide information between
Career Centers and various internet web sites.

The feature allows the user to:
•

View MOSES (statewide) staff member contact information.

•

Move to screens once logged onto MOSES.

•

Link quickly to numerous helpful websites such as MassHire CIS, Job
Posting sites and MJQ.
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Using Contents in MOSES
1. Click the Help feature on the MOSES main menu bar.

2. Contents and Search For were a way to access the original MOSES
manual from 2000.
These features became inactive when an Oracle update was done and
the features no longer work. (Plus, it is the original manual.)
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Using About in MOSES
1. Select About to view the current staff member logged on to the
computer.

2. If you are working in MOSES, the MOSES User ID should be yours.
Shown is the MOSES version number.
In this example it is Version 37.3 and displays todays date.
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Using Staff Directory in MOSES
1. View Staff Directory is an excellent way to identify, look up and/or
contact staff that work with MOSES.
All MOSES users are listed in the directory.

This information is taken from the Bulletin Board page of MOSES.
The information is only as accurate as your information on this screen.
Verify and update as necessary.
The search will result in the staff members User ID, Last Name, First Name,
Telephone Number, Extension, Home Local Office and work Email.

2. View Staff Directory will search MOSES using the individuals Staff
ID, Last Name or by Career Center.
This is an example of by Staff ID
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3. View Staff Directory will search MOSES using the individuals Staff
ID, Last Name or by Career Center.
This is an example by Last Name

An
after their email address means that the staff user has been
inactivated in MOSES.
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4. View Staff Directory will search MOSES using the individuals Staff
ID, Last Name or by Career Center.
This example shows a look up by Career Center.
It will list MOSES users in that Career Center.

An
after their email address means that the staff user has been
inactivated in MOSES.

It will list all MOSES users for the Career Center alphabetically by last
name.

Career Center is defined in this case as the MOSES office / location.
That could be the Career Center, a Workforce Board, a CBO, or any
office location that uses MOSES.
In the above example it is a Rapid Response location. But you could as
an example look up Saint Francis House, and their staff would be listed.

Remember that MOSES displays information in batches of 50. At some
offices you will need to click the More button to get everyone.
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Using Bulletin Board in MOSES Help
1. View Bulletin Board will bring you to the MOSES Bulletin Board that
you saw when logging on to the system.
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2. The Bulletin Board asks if your email address and telephone number
are correct.
If they are not, please update.

The MOSES Administrators utilize the upper section to make
announcements pertaining to MOSES that are viewable statewide.
The lower section displays messages for your career center
announcements. These are only visible to you and people in your office.
The middle section are career center announcements posted statewide.
(Job fairs, recruitments, etc.)
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Using View MOSES Tips in MOSES
1. Select View MOSES Tips from the drop-down list.

2. View MOSES Tips is another screen that you passed when logging on
to the system.
You can view tips once you have passed the initial log on screens or
you can change your preference to show tips again if you have
previously turned the feature off.

Allows you to Turn off or Turn on the Tips.
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Using Links in MOSES
1. Select Links from the drop-down list.

2. Links opens a MOSES Favorite Links window.
A helpful listing of sites such as MassHire JobQuest, MassHire Career
Information Systems, Labor Market Information sites, FEIN Look-ups
sites, postal code information, Youth, Veteran and Job listing websites.

New websites and resources can be easily added.
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Using Contact Us in MOSES
1. Select Contact Us from the drop-down list.

2. Contact Us gives detailed instructions for getting help with MOSES,
the MOSES Help Desk or IT Help Desks.

NOTE: Depending on who your employer is determines which IT Help
Desk to contact.
The information listed for IT Help Desk is for State employees.
Partner staff or Agencies may have their own IT department.
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Scanned Documents
1. Open the Job Seeker record.

2. Note the
Scan icon on the Job Seekers record.
This identifies that the record has a scanned document(s) in it.

3. On the main tool bar. Click on the scan
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4. This will open the Applicant Scanned Items window.

5. Click on the Retrieve button.

6. This will open the document in Adobe Acrobat Reader.
All items will be saved as PDFs when scanned into MOSES /
JobQuest.
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The List of Document Types that can be Stored

7. In the Applicant Scanned Items window just click on Scan to initiate
the scanning process.

Each document type can hold 99 pages of material.
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Updating Personal Information in MOSES
Standard Practice / Guidelines
For updates of Job Seeker / Customer Personal Information in MOSES,
here is the recommended documentation that is suggested to have and
the process to be followed.

Personal Information is on the Basic tab

Name Changes:
If your current name doesn’t match the one that appears in MOSES or
needs to be updated, you must prove your legal name change in order to
update a name.
If multiple name changes, documentation for each name change must be
provided.
You will need to provide one of the following:
•Marriage Certificate (must be issued from the municipality)
•Divorce Decree
•Court Document
• Social Security Card (actual blue and white card) with your new name
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Address Changes:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Lease or rental agreement
Insurance documents, like homeowner's, renter's, or life insurance
policy or statement
Mortgage deed, if it states that the owner uses the property as the
primary residence
Mortgage or rental payment receipt
Driver's license, state ID, or change of address card
Mail from motor vehicle or other government agencies with your
address(s) listed
Official school documents, including school enrollment, ID cards, report
cards, or housing documentation
Internet, cable, or other utility bill (including any public utility like a gas
or water bill) or other confirmation of service (including a utility hook up
or a work order)
Phone bill showing your address (cell phone or wireless bills are
acceptable)
Statement from bank or financial institution showing your address
U.S. Postal Service change of address confirmation letter
Pay stub showing your address
Letter from a current or future employer that you've relocated for work
Voter registration card showing your name and address
Moving company contract or receipt showing your address
Naturalization Papers signed and dated within the last 60 days or
Green Card, Education Certificate or VIA (if you moved to the U.S.
from another country)
Document from the Department of Corrections, jail, or prison indicating
recent release or parole, including an order of parole, order of release,
or an address certification
Property tax bill or receipt;
Copy of federal or MA income tax return filing not more than 18 months
old, with proof of filing;
Residential rental contract for an apartment or other rental property
with the current, formal contract or agreement between the landlord
and tenant which includes all signatures;
Major credit card and department/retail store credit card bills (WalMart, Sears, Lowe's, Exxon, etc);
Residential service contract (refers to services performed at the
address of residence; for example, cable or satellite television, TV
repairs, lawn service or exterminator contract);
Voter registration card;
Selective service card.
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Sex (formerly Gender):
(Mass Workforce Issuance 100 DCS 18.10)

Proof of Age (if required / needed):
•
•
•
•
•
•
•
•
•
•
•
•

Baptismal Record
Birth Certificate
DD-214, Report of Transfer or Discharge Paper
Driver’s License (with Photo and Date of Birth)
Federal, State or Local Government Identification Card that includes a
birth date
Selective Service Card
Hospital Record of Birth
Passport (as long as the passport includes the date of birth)
Public Assistance\Social Service Records
School Records\Identification Card
Letter from Commonwealth of Massachusetts EOHHS Agency (for
Foster Child and State Custody Youth, only)
Unexpired Alien Registration Card/Documents indicating authorization
to work in the Unites States I-179, I-197, I-551, I-688, I-688A, I-688B, I766, Certificate of Naturalization (Form N-565 or N-570) I-94
Arrival/Departure Form

Ethnicity:
(No data validation required)

Military:
(Separate policy forth coming)

Other Eligible:
(Separate policy forth coming)
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Duplicate Social Security number in MOSES
(or used in multiple records):
Social Security number proof may be confirmed by presenting one of the
following documents:
• Social Security Card (actual blue and white card)
• W-2 Form
• SSA 1099 Form
• Non-SSA 1099 Form
• Pay stub (must contain name and social security number)
•Social Security card bearing applicant's full name, Social Security
number, and signature
•Pay statement reflecting full name and full Social Security number
•W-2 (wage and tax statement) reflecting full name and full Social Security
number
•1099 Form reflecting full name and full Social Security number
Source Documents must be original.
Computer printouts for online pay statements, W-2s, 1099s, etc., are
considered original.

The documentation shown should not be kept or reproduced, rather a
Note in the MOSES Job Seeker / Customer record should identify the
documentation shown and the field altered / updated.

This section is part of the Proof of Lawful Presence requirements
used by Homeland Security and Federal / State Agencies.
(Social Security, Registry of Motor Vehicles, etc.…)
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Social Media data entry in MOSES
Standard Practice, Recommendations & Guidelines
All communications conducted with a job seeker customer or youth
through e-mail or any social media must be recorded in MOSES and the
correct Service entered on the appropriate Service tab.
Each entry must be accompanied by a Note in the MOSES Notes section
that documents the date of the communication and a summary of the
content of the communication exchange.
How the summary of information was received must be included in the
Note; type of social media (Email, Facebook, Instagram, Twitter, Zoom,
LinkedIn, Snapchat, etc.).
Contact with Job Seekers and Youth via e-mail or social media must be
recorded into MOSES as appropriate. There are instances when the
exchange of information between the job seeker or youth, and the staff
triggers continued participation (blue/bold) in services and there are
instances when it does not.
Blue/ bold services may be entered in MOSES for a customer when an email or social media communication results in meaningful exchanges
related to the job seeker or youth customer’s goals, objectives, or
participation in programs / services.
Confidentiality must be taken into consideration when communicating with
job seekers and youth through e-mail or social media.
Staff must not communicate information of a confidential nature such as
medical or personal information through email or social media.
Group or mass communications to multiple recipients will not be reported
as a General Service. Such communications must be recorded in the
appropriate Administrative Service.
E-mail and social media communication are not intended to be the only
source of communication with the job seeker or youth customer. Inperson, virtual, or telephone communications should be offered as
methods for communication as well.
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See Appendix C for a full listing of
definitions of all data entry fields in MOSES.
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MY MOSES ID IS:

_____________________________

MY INITIAL LOG IN PASSWORD IS:

password

ENTER THE LAST 4 NUMBERS OF
YOUR SOCIAL SECURITY NUMBER
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My Amazon WorkSpace (AWS)
Log in is:

My initial AWS Log in password is:

My AWS Registration Code is:
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